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Contacting Support

Shana Corporation has made every effort to make Informed Filler as easy and straight-for-
ward to use as possible. However, there are times when afeature or function does not seem
to perform asit is meant to. Don’t despair! Technical Support is available.

Technical support is available only to registered users of Informed software.

If you have not already faxed, e-mailed, or mailed your registration form to us, please have
the following information ready (or include it with your fax/e-mail) when you contact
Technical Support for the first time:

full name
company name (if there is one)

full address, including office/apt. number, street, city, state/province, country, and zip/
postal code

phone and fax numbers
e-mail address (if available)

Also, whenever contacting Technical Support, please make sure you have (or include) the
following information about your computer and software:

serial number of the Informed product you are using (this can be found by selecting
About Informed Filler under the Help (Windows) or Apple (Macintosh) menu when
the application is the active.

type and version of the operating system your computer isusing (Win98, WinNT, Mac
0OS9and soon

type of computer you are using (Pentium 300, i-Mac and so on)

the details of your question such as the commands you are using and the desired task
that you are seeking to accomplish. If possible, please be sitting in front of your com-
puter so that the support technician can talk you through the solution.
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Before you phone Shana Corporation’s Support Team...

Read The Manuals

We know that at timesiit is a chore to read through the documentation, trying to understand some-
thing that is relevant to your needs, but most of the time, the answer you need isin the manuals. Be
sure you are consulting the correct manuals for the application you are using.

Check theindicesto seeif you are looking in all the right places. If you still can’t find the answer
you are looking for...

Check our Home Page on the Internet

We are constantly upgrading and adding to our web-based technical support services. Point your
browser (URL) location to http://www.shana.com/ and visit the support section of the Shana web
site. Searching our Technical Notesyou will find many sub-sections covering things like functions,
calculations, e-mail enabling, tips and tricks and many examples of how to set up common forms
and settings. As well, there are many forms and examples you can download and try out yourself.

Contact Us

In the support section of the Shana web site you will find information on how to contact our techni-
cal support staff by e-mail (preferred), fax, mail and telephone. Please keep in mind that you may
be charged for accessing our technical support. Please review the Technical Support Credits Policy
and their related Terms and Conditions on the web site for more information.

Training on Informed products

Shana Corporation also offerstraining on Informed products through Shana's Professional Services
group. Further information can be obtained by contacting Shana's Professional Services at
training@shana.com.
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Introduction

Introduction

With the advancement of computer technology and forms software, el ectronic forms offer an effi-
cient, intelligent, and secure alternative to the traditional paper based forms systems used in many
organizations. Shana Corporation offers complete cross-platform electronic forms solutions for
each step in the paper forms process—from the design stage to “fill, sign, and send.”

Informed Filler and Informed Designer together provide everything you need to design, distribute,
fill, route, approve, submit, and track electronic forms.

Informed Filler

In many organizations, “fill, sign, and send” isthe most common processfor aform. For example, a
purchase order form might be filled out, signed by an approving manager, and sent to the purchas-
ing department to be entered into the organization’s accounting or database system. Traditionally,
this process has been performed using a paper forms system. This manual will show you how any-
thing you do with a paper form can be done faster, more efficiently, and more accurately with
Informed Filler.

Informed Filler isapowerful tool for processing electronic forms—or templates— that have been
created with Informed Designer. Using Informed Filler, you can electronicaly fill out and store any
type of form, from expense forms and purchase orders to time cards and human resource forms. As
you enter data, “intelligent” features such as cal culations, database lookups, choice lists, and error
checking work automatically to makefilling out forms as fast and accurate as possible. You can aso
use Informed Filler's spell checking feature to further ensure the accuracy of your data

With paper forms, associated information such as blueprints or diagrams are often attached to a
form using a paper clip. Informed Filler provides the same capability by allowing you to attach
electronic documents to electronic forms. The attached files become part of arecord, just like the
information in each of the blanks on the form.

Once forms are filled out, you can sign them electronically with adigital signature, and mail them
to other users right from within Informed Filler using your existing e-mail system. When the form
is completed and approved, you can submit it directly into an accounting system, database, or infor-
mation system, eliminating the costs of rekeying data.

In apaper forms system, forms are stored in file cabinets or in stacks on someone’s desk, making it
difficult and tedious to find a particular form or forms. Informed Filler's powerful database features
let you store your forms electronically, making it easy for you to search for, sort, and group records.
And for better integration with other information systems, Informed Filler can import and export
information in standard file formats.
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The Informed Filler Manual Set

The Informed Filler manual set is designed to provide you with a complete reference to the features
and functionality of Informed Filler. The manuals combine text and graphics to thoroughly docu-
ment every aspect of the software. In addition to your Informed Filler Users Manual, the set also
contains the Informed Filler Getting Started Guide. This guide provides you with instructions on
installing and registering Informed Filler, and also describes the minimum hardware and software
configurations required to use the Informed Filler application.

About This Manual

Thismanual provides a complete reference to Informed Filler. General topics are organized in the
following chapters:

Chapter 1, “Overview,” provides an introduction to the concept of electronic forms. It describes
the Informed products and explains how each application works and integrates with the others
to provide a complete electronic forms solution. The flexible nature of Informed’s architecture
and how it can be customized to fit your organization’s environment is also discussed.

Chapter 2, “Document Management,” teaches you about the different types of Informed docu-
ments. Instructions are provided on how to open, close, and copy documents. You'll also learn
how Informed can be used to complement an enterprise document management system.

Chapter 3, “Filling Out Forms,” instructs you in how to fill out aform. You'll learn about enter-
ing information into new or existing forms—or records, and about using the variety of intelli-
gent features that make it easy for you to fill out aform.

Chapter 4, “Using Digital Signatures,” discusses Informed’s digital signature capabilities; spe-
cifically, how digital signatures work and the steps necessary to sign forms and verify digital
signatures. You'll also learn how to verify the authenticity of associated form templates.

Chapter 5, “Attachments,” provides information about how to attach files to records. The
Attachments window is described as well as the Attach and Extract commands.

Chapter 6, “Spell Checking,” explains how to use Informed Filler's spell checking featureto
ensure the accuracy of data entered in cells. Setting spelling preferences and spell checking
multiple records are also discussed.

Chapter 7, “Annotation,” shows you how to include annotated text or voice notes in addition to
the information that you enter in the cells on your forms.

Chapter 8, “Record Management,” describes how to add, remove, find, change, duplicate, and
tag records. The Record List is also described in detail.
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Chapter 9, “Printing Forms,” explains how you print formswith Informed Filler. It describesthe
Page Setup and Print commands as well as various printing options.

Chapter 10, “Mailing Forms,” describes how you can use electronic mail systemsto send forms
to other users. This chapter also discusses Informed Filler’s routing feature and describes the
various e-mail systems supported by Informed.

Chapter 11, “Form Tracking,” provides information on how to track an electronic form asit
moves through your organization.

Chapter 12, “ Submitting Forms,” explains how form data can be electronically submitted to,
and stored in, other information systems.

Chapter 13, “Exchanging Information,” teaches you how to transfer information between differ-
ent Informed documents, different applications, and even different computers. You'll learn
about the Import and Export commands, and the standard file formats that Informed under-
stands.

Chapter 14, “Form Template Distribution,” describes how form templates can be stored and dis-
tributed in your organization, and how they can be accessed by users of Informed Filler.
Informed Filler's revision checking feature is also discussed.

Conventions Used in This Manual

This section describes the conventions used in this manual to ensure that you can easily find and
understand the information you need to perform specific tasks with Informed Filler.

Finding Information

In addition to the table of contents at the beginning of this manual, you'll also find atable of con-
tents at the beginning of each chapter, listing the main sections in that chapter. The example below
shows the table of contents for Chapter 13, “Exchanging Information.”

File Formats 13-2
Exporting Records 13-7
Importing Records 13-12

Inside each chapter, the main topics are highlighted in a gray bar like the one at the beginning of

this

section, making it easy for you to quickly scan a page to find the topic of your choice. Subsec-

tions for each topic are highlighted with alarge, bold font.
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Notes

Throughout this manual, you'll see paragraphs of text highlighted in gray boxes with the |abel
“Note” in the left margin. These notes contain important information such as warnings, reminders,
and specific conditions to be aware of. The following example shows a typical note.

Important information about Informed Filler appearsin highlighted gray boxes like this one.

Commands and Control Names

When specific instructions on how to perform acertain task are given in this manual, commands are
shown in adifferent typeface from the rest of the text. The name of the menu where the command is
found is also given in each instance. For example, when learning how to attach filesto arecord, you
would read the following text:

“To show the Attachments window:

1. ChooseView > Show Attachments, or click the paper clip indicator on the form window.

The names of controls such as buttons and settings on dialog boxes are always shown in single
guotes. For lengthy control names, this helpsto differentiate the control name from the text that sur-
roundsit. For example, when setting preferences for Informed Filler’s spell checking feature, you
can select the *Always provide aternative spellings’ checkbox.

Cross-platform Notes

Although this manual has tried to be platform neutral, the cross-platform nature of Informed
requires that special care be taken when documenting the features of Informed Filler.

Throughout this manual you' |l see screens of dia og boxes and windows. Some of the screens show
Windows dia og boxes and windows, others are from the Macintosh. In cases where a dialog box or
window is substantially different between the two platforms, both versions are shown.

In cases where a specific feature of Informed Filler is only applicable to one platform (Windows or
Macintosh), an icon depicting either the Windows or Macintosh platform is displayed in the left
margin next to the description of the feature. For example, Chapter 3, “Filling Out Forms,”
describes entering picturesinto a picture cell:

“Informed Filler stores pictures in Windows Bitmap, Windows Metafile, Macintosh PICT, and
Encapsulated PostScript.

The Windows Metafile format is not supported on the Macintosh.”
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Overview

Like many software products, Informed Filler consists of different components, including an appli-
cation, documents, preference files, and specia files and folders that serve unique purposes. The
organization of these componentsis flexible, allowing for custom configurations to better suit your
specific needs.

This chapter describes the different components of Informed Filler and how they are organized.
Depending on how forms are designed and administered in your organization, some of the informa-
tion here might be unnecessary for your use of Informed Filler. Regardless, understanding the
information in this chapter can be of benefit to any Informed Filler user.

How Forms are Designed

®

Note

Thedesign of aformis called aform template. A form templateis created using Informed Designer
and stored in aform template document. The form designer creates a form template by typing text
and drawing graphical objects—like fields and tables—using a variety of drawing tools.

In addition to the graphical appearance of aform, aform template also contains cells. Cells are the
placeholdersfor the information that you enter to fill out aform. To aid you when entering informa-
tion, the form designer can configure cellsto use avariety of “intelligent” features. These include
automatic formatting, calculations, error checking, lookups, choice lists, on-line help, and other
features that make it faster and more accurate to enter information.

The design of aform template aso involves linking the template to other services or systems used
in your organization. For example, atemplate might be linked to an Oracle database so that you can
“submit” completed forms electronically, therefore eliminating the need to rekey the form informa-
tion into other systems. The use of other services such as electronic mail for sending forms, and
security services for signing forms with digital signaturesisalso available.

In addition to customizing a form itself, the form designer can a so customize the commands and
menus available in Informed Filler's menus. That way, custom commands that are specific to the

processing of the form can be added, and unnecessary commands can be removed. The electronic
form begins looking more like a custom application rather than a custom form.

Since the form designer can customize the menus that you see, any of the menu commands that
are described in this manual can be named differently, positioned in a different menu, or even
hidden altogether.
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Informed Plug-ins

%

Many of the services that Informed Filler can link to are accessed via Informed plug-ins. An
Informed plug-inisafile that contains the code that interacts with a particular service. For example,
in order to mail a completed form using a particular e-mail system, you must have the Informed
mail plug-in for that e-mail system installed. Informed Filler comes with avariety of plug-ins for
accessing e-mail systems, databases, signing services, and other information services.

The table below lists the different types of plug-insthat Informed Filler can take advantage of.

Informed Plug-ins

Plug-in Type
Mail Send form templates or completed forms using electronic mail.
Data access Look up information from a database or data source.

Submit completed forms to a database or data source.

Obtain unique form numbers from a database or data source.

Track forms with a database or data source.
Signing Authorize and verify form templates using Informed Designer.

Sign and verify completed forms.
Datatrangdlation Import, export, or mail form datain a particular data format.
Distribution Distribute form templates via a particul ar type of distribution center.
Spelling Check the spelling of text on your template or the text entered on acom-

pleted form using an alternate spell checking system.

Informed plug-ins must be installed in afolder named “Plug-ins.” The plug-ins folder must be
located in your Informed folder

Distribution of Form Templates

&

In order to fill out aform of a particular type, Informed Filler must have access to the appropriate
form template. Form templates can be stored in a distributed manner—stored locally on your com-
puter, or they can be stored centrally on afile server and shared among all Informed Filler users.

If you store your form templates locally on your computer, you have the freedom to take your com-
puters anywhere and still have accessto the templates you need. A network connection is not neces-
sary to access templates. Furthermore, each time you access atemplate, it is not at the expense of
network bandwidth.
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Centralized storage of form templates has converse advantages. Although access to templates
reguires anetwork connection, the distribution of anew revision of atemplate requires only that the
form designer replace a single template on the network file server with the new version. You and al
other Informed Filler users are instantly up to date since you all share the same template. If form
templates are stored locally on your computer, the distribution of a new revision requires that you
obtain the new version.

The method with which Informed Filler users access form templates is often determined by the
form designer (and possibly involvesthe input of a network administrator). Many factors, including
the size of your organization, your network configuration, and the mobility of all users must be
taken into account.

To aid in the distribution of form template, Informed Designer and Informed Filler come with built-
in forms distribution features. These features automate the distribution of new templates and revi-
sions of existing templates. With proper configuration by the form designer, you can access tem-
plates at one or more distribution centers. A distribution center can be afile server or an FTP server.
Since distribution centers are accessed via Informed distribution plug-ins, other types of distribu-
tion centers might be supported after this documentation is published.

Once you've obtained a template from a distribution center, Informed Filler will automatically
check periodically to seeif anew revision of thetemplateisavailable. If anew revisionisavailable,
you are automatically notified when you open or create a data document, and the new revision
replaces the previous version.

The Templates Folder

Regardless of whether you access templates on a shared file server or locally on your own com-
puter, Informed Filler needs to know where the templates are located.

Templates are located in the templates folder. On Windows, thisfolder isnamed “ TEMPLATE.” On
Macintosh, the folder is named “ Templates.” Regardless of platform, the templates folder, by
default, islocated in your Informed folder.

You can change the location of the templates folder using Informed Filler's Preferences command.
For information about moving your templates folder, see “Moving Folders,” later in this chapter.

In addition to the templates themselves, information about templatesis stored in separate template
preferences files. These files contain information about your personal preferences. For example,
Informed Filler allows you to list the information of multiple forms—or records—in alist format
by displaying the Record List window.



E[I=—— Invoices - Record List [21=
Invoice Mo : Date Sold To
00101 6/29/96 John's Blue Sky Shop O
00102 6/29/96 Clark Gas Supplies |
00103 7/14/96 Malkin's Bed & Breakfast

0| 00104 7/29/96 Nigel's Books & Beer ]
00105 7729796 Strudel by Joan L

5 Records 1 Selected (] lm

You can change which information is included on the Record List and its order and format accord-
ing to your specific needs and personal preferences. Each different Informed Filler user might want
to format the Record List differently.

Since you can share templates among many Informed Filler users, it isimportant that personal pref-
erences, like the format of the Record List, be stored separate from the template itself. For this rea-
son, Informed Filler maintains a separate preferences file for each template.

Template preferences files are stored in afolder named “TMPLPRFS’ (Windows) or “Template
Preferences’ (Macintosh). Thisfolder isfound along with other itemsin another folder named
“PREFS’ (Windows) or “Preferences’ (Macintosh). Like the templates folder, the default location
for the preferences folder (that is, the folder that contains the template preferences folder) isinside
the Informed folder.

The preferences folder contains other itemsin addition to the template preferences folder. The
Informed Filler user can store the preferences folder at its default location or at any other location.
For information about the other items found in the preferences folder, see “Where Everything
Goes” later in this chapter. For details about moving the preferences folder, see “Moving Folders.”

Filling Out Forms

To the Informed Filler user, form templates are like hidden files that need not be manipulated
directly. Instead, Informed Filler automatically locates and opens templ ates when needed as you fill
out new forms and open previoudly filled out forms.

When you request a new document, Informed Filler presents alist of available templates to choose
from. You select atemplate and a blank form appears, ready for filling. The information you enter
tofill out aformisstored in aform data document. A form data document can store theinformation
for one completed form, or many completed forms. A single completed form is called arecord. For
casual userswho fill out very few forms, it is easiest to store one record in each data document. If
you fill out many forms, storing all records for a particular type of form in one data document
allows you to take advantage of Informed Filler’s powerful database features.
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Whilefilling out forms, you benefit from the data entry and “intelligence” features that have been
configured by the form designer. Features like automatic formatting, calculations, error checking,
lookups, choice lists, and on-line help make it faster and more accurate to enter information.

The entire processing of aform isautomated using Informed Filler, from theinitiation of anew
form, to the approval and submission of the completed form. After entering information, you can
sign the form electronically using adigital signature. A digital signature provides a means of later
verifying the identity of the person who signed the form and the integrity of the signed data.

If approval of the form is necessary, you can send the completed form to the appropriate person or
place using electronic mail. The process of entering and signing information, sending the form to
other people, and, if necessary, approving the form continues until the form is complete and
approved. The completed form is then submitted electronically or printed.

The flexible nature of Informed makesit ideal for automating both simple and complex forms pro-
cesses. With the ability to easily exchange information between different forms and different appli-
cations, the form designer can design a comprehensive “forms system” that combines and
integrates many different types of forms and different applications. Each contributes a particular
feature or capability to the solution.

Form Tracking

&

For many types of forms, processing involves routing the form from person to person for approval
purposes. Informed’s built-in form tracking capabilities make it easy for you to find out where a
particular form isin the routing process.

Whenever you send aform, Informed Filler connects to a central tracking database and records
information, including your name and the name of the recipient, the form identification numbers
(that is, the type of form and a unique number, such as an invoice number or purchase order num-
ber), and the date and time that the form was sent. Other information can be tracked as well.

At any time, you can request the tracking status for any completed form. Informed Filler connects
to the tracking database and retrieves the tracking information for the particular form. Thisinforma:
tionisdisplayed in adialog box for your view.
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Where Everything Goes

When you install Informed Filler, you are asked to specify alocation for the “Informed” folder. The
Informed folder contains the Informed Filler application, as well as other important components.
The Informed folder is a special folder. It contains certain items that are required in order for
Informed Filler to work properly. Some of the itemsin the Informed folder can be moved to differ-
ent locations. The following sections describe the purpose of each item and the possible storage
locations. For information about moving the Informed folder to a different location, please see
“Moving Folders’ later in this chapter.

Applications

On Windows, the Informed Filler application is comprised of the executablefile (“FILLER.EXE")
and other associated files. Thesefiles are found in the Informed folder. On the Macintosh, the appli-
cationisasingle file and is named “Informed Filler®”.

You can store the application locally on your computer, or you can accessit from afile server or
applications server.

Plug-ins

The plug-ins folder contains Informed plug-ins and associated files. Informed plug-ins provide
access to external services such as electronic mail systems and databases. The plug-ins folder must
be located inside your Informed folder. See “Informed Plug-ins” earlier in this chapter for more
information about plug-ins.

Templates Folder

The templates folder (“TEMPLATE” on Windows, “ Templates’ on Macintosh) contains the tem-

plates available for use with Informed Filler. The location of the templates folder can be changed

using Informed Filler's Preferences command. For more information, see “ The Templates Folder”
earlier in this chapter.
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Preferences Folder

The preferences folder (“PREFS’ on Windows, “ Preferences’ on Macintosh) contains the follow-
ing items:

The template catalog (“ TMPLCAT.DAT” on Windows, “ Template Catalog” on Macintosh) isa
filethat is maintained by Informed Filler. It contains alist of all of the templates contained in
the templates folder. Informed Filler uses the template catal og to quickly find the correct tem-
plate when the user opens a data or package document.

The template preferences folder (“TMPLPRFS’ on Windows, “ Template Preferences’ on
Macintosh) contains template preferences files. Template preferences files are maintained by
Informed Filler. Each file contains user-specific preferences for the template of the same name.
The purpose of template preferencesis described earlier in “ The Templates Folder.”

The Informed defaultsfile (“ DEFAULTS.DAT” on Windows, “Informed Defaults’ on
Macintosh) is aso maintained by Informed Filler. Like template preferencesfiles, the Informed
defaultsfile contains user-specific information that is associated with one or more templates. As
explained in Chapter 3 of this manual, you can memorize a cell value so that the value is auto-
matically entered each time you create a new blank form. The memorized value is stored in the
Informed defaultsfile.

The distribution centers folder (“DISTCTRS’ on Windows, “Distribution Centers’ on
Macintosh) contains the distribution center profiles needed to access the distribution centersin
your organization. These files are created using Informed Designer. For detailed information
about distribution center profiles and Informed’s built-in forms distribution capabilities, please
see Chapter 14, “Form Template Distribution.”

Although it is not recommended, you can move the preferences folder to a different location. For
more information, please see “Moving Folders’ later in this chapter.

On-line Help

If you choose to install on-line help, installation will include the necessary help files. On both
Windows and Macintosh, the help files are installed in afolder named “Help” inside the Informed
folder. The help files must remain in these locations.

Note

To view the on-line help files on Macintosh, you require aweb browser and the Informed
WebLink plug-in.

Spell Checking

If you choose to install Informed’s spell checking option, you'll see afolder named “ Spelling” in
your Informed folder. The spelling folder contains the spell checking dictionaries and related files.
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Informed Preferences

In addition to the items installed in the Informed folder, installation will also place a preferences
file among your system related files. On Windows, thisfile isnamed “INFORMED.INI” and is
found in your Windows folder. On the Macintosh, the file is named “ Informed Preferences’ and is
found in your system’s Preferences folder.

The Informed preferencesfile contains information necessary for Informed Filler to find items such
as the Informed folder, the templates folder, and the preferences folder. Other preferences associ-
ated with Informed Filler are also stored in the Informed preferencesfile.

Moving Folders

When you install Informed Filler, the Informed preferences file is automatically updated with the
locations of your Informed folder, templates fol der, and preferences folder. When you run Informed
Filler, it reads these locations from your Informed preferencesfilein order to locate the appropriate
files.

You can move the Informed folder, templates folder, or preferences folder to any location. How-
ever, you must then specify the new location using Informed Filler’'s Preferences command.

1. Choose Edit > Preferences and click the Foldersicon to display the Folders preferences panel.

l< Preferences E : X|

a| Folders Preferences

.

v Folder Location
Printing Informed A
Templates
@ Preferences
Plug-ins
Security Help
b Working v

Folder Location:

Spelling

@d

Thelocation of the Informed folder is specified in the scrolling list at the top of the dialog. The
location of the Template folder and Preferences folder is assumed to be inside the Informed
folder unless otherwise specified.

Cancel |

To specify adifferent location for any folder:

2. Highlight the folder you want to relocate in the scrolling list.
3. Click the ‘Browse' button. A dialog appears allowing you to select a new location.
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Select Informed Folder : x|
Select Mlormed Felder

Locate a new Informed folder in the
list. ;
=1L ) (J'J O‘I O.I

Cancel

]

c:hinformed 3_0\working Network... b T3 thews frome et 'u*um- Vubey
-y ey
= ch ;] b CJ voven b adey
(= INFORMED 3_0 bR roren b *bey
% WORKING b it Yooy ;
s R W/ =

Lontht & mew I wed BAder 10 e 11

@ J | osen | [ _Concer | [ Owese |

Drives:

Ic: j

4. Select afolder in the scrolling list, then click * Select’ (Windows) or * Choose’ (Macintosh).

Changing the location of afolder using Informed Filler's Preferences command does not auto-

Note
matically move the contents of the folder to the new location. You must do this yourself.

While using Informed Filler, if any of the Informed, templates, or preferences folders cannot be
found at their expected locations, you will see a dialog message indicating so.

The “Informed * folder location is not specified or is invalid. Do
you wish to locate it?

You can look for the missing folder or cancel the operation. If you click ‘Locate, adialog box
appears alowing you to select the folder in its new location. This dialog box is the same one that
appears when you click any of the ‘Browse' buttons on the Preferences dialog box (see earlier).
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Document Management

Informed provides rich document management features, both as a standal one product or as acom-
plement to an enterprise document management system such as FileNET’s Panagon eContent
Solution. This chapter describes how to manage Informed documents in both environments.

Informed Documents

s
&

The term document refers to afile that contains information. An Informed document is afile that
contains information about aform. There are four types of Informed documents: form template
documents, form data documents, package documents, and interchange documents.

Form Template Documents (.ITP)

A form template document contains aform template. A form template isthe layout or framework of
aform that's created using Informed Designer. It contains al the intelligent features of the form as
well asits graphic elements. You fill out aform by entering values in the blanks—or cells— on the
template. In order to use templates with Informed Filler, you must place them in afolder named
“Template” (Windows) or “Templates’ (Macintosh) in your Informed folder.

Form Data Documents (.IFM)

A form data document contains only aform’s data. When you fill out forms with Informed Filler,
the information entered is stored in a form data document. You can store one completed form—or
record—in each data document, or you can store many records in a single data document and take
advantage of Informed Filler's built-in database capabilities. To open and manipulate a data docu-
ment, you must have the appropriate template in your templatesfolder. A data document isthe most
common format to use when sending forms to other users.

Package Documents (.IPK)

A package document combines aform template and its associated datain asinglefile. It is created
using Informed Filler and is used primarily when you mail aform to someone who doesn’t have the
corresponding template. When Informed Filler opens a package, the data document and templ ate (if
needed) are extracted. If your templates folder does not already contain the template, the one
extracted from the package is copied there and opened. The data document is opened into an unti-
tled form window.

Informed Interchange Documents (.1IF)

Informed I nterchange documents contain all the datafor one or more completed forms (or records),
and are used primarily for transferring information between different applications, and different
versions of Informed. They are created and read using Informed Filler, and store all types of infor-
mation including stylized text values, pictures, signatures, and annotations.
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In addition to the Informed Interchange documents, Informed Filler can import and export form
data stored in other standard formats, including tab-delimited and comma-delimited text. These for-
mats are used primarily for transferring form data between Informed Filler and other applications.

The Templates Folder

Although you don't create and manipul ate form template documents like you do form data docu-
ments, template documents are necessary to the use of Informed Filler. Whenever you create a new
data document, you're asked to select atemplate to use. When you open a data document, Informed
Filler automatically locates and opens the appropriate template document.

For these reasons, it is necessary that Informed Filler know where to find the templates that you

use. By default, Informed Filler finds your templates in afolder named “ Template” (Windows) or
“Templates’ (Macintosh) located in your Informed folder.

Template Information

Template information is used to identify which template is used with a particular data document.
The template information includes a template name, template |D and a revision number.

To view the template information for the current template:

1. Chooseview > Template Information. The Template Information dialog appears.

+ Template Information x|
- Identification

Template name: ExpenseForm.itp

Unique template [D: 1251042233

Revision number: 2
- Author
Narne: Arnold Abbott

Organization: World Corporation

Description
Use this template to report travel expenses. :J

Privacy classification: Low
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The ‘ Template name’ might offer a more descriptive title compared to the filename of the template
document. ‘ Unique template ID’ and ‘ Revision number’ are intended to identify the template and
its version. Since templates and data documents are separate files, the template ID is stored with
each data document so that Informed Filler can automatically identify and open the appropriate
template when a data document is opened.

The Name and Organization information identify the person who created the form template. The
form designer can also provide a brief description of the template. The form designer might also
specify aprivacy classification to indicate the sensitivity of the data on the form. The privacy clas-
sification (if specified) can be Low, Medium or High.

Creating a New Data Document
The data for the forms that you fill out is stored in form data documents. To create a new untitled
data document:

1. ChooseFile > New Document. The New Data Document dialog box appears, showing alist of
all templatesin your Template folder.

=————————— New Data Document

® Select from the templates below to create a new empty data document
from an available template.

hrm I ® Click “ Add Other Template...” to add another template to the templates
folder.

[(JLocal Templates 3 |

Description:

Y -~
E:: Progress REDOI’t | |File name: PROGRPRT.ITP -
Purchase Req LSA Template ID: 1319376303 |
Request Reg. Labels, Markings Revision: 1.0.1 - 04/24/98

Author : Donna Logan

Special Area Access Organization: Shana Corporation
Survey Prep and Analysis

Survey.itp

4
q

[ Add Other Template... ] [ Cancel ]|[ New ]l

2. Select the template you want from the scrolling list then click ‘New.” A new untitled data docu-
ment for that templateis created and displayed in aform window.

3. To select atemplate that is not in your templates folder, click ‘Add Other Template.” The stan-
dard Open dialog appears, alowing you to select atemplate from any accessible volumes or
disks. Informed Filler then copies and places the selected template in your templates folder.

You can also access template distribution centers to obtain new templates using the controls on
the New Data Document dialog. For more information, see “Obtaining a New Template” later
in this chapter.



Document Management @ 2-5

The Recent Templates List

Another method of creating a new data document is to use the Recent Templates list.

1. ChooseFile > Recent Templates and select atemplate from the available items.

New Document Preferences

Informed Filler's New Document preference allows you to specify what action will occur when you
choose the New Document or Recent Template commands and select atemplate. The reason for
having this preference is that some forms—such as vacation requests—might only befilled out
once or twice ayear. Rather than creating a brand new data document each time you fill out a vaca-
tion reguest, you can have Informed Filler open the old vacation request data document and add a
new record to it. Alternately, you can have Informed Filler ask you what you would like to do.

To set your New Document Preference:

1. ChooseEdit > Preferences then click the ‘ General icon in the scrolling list. The General
Preferences panel appears.

2. Click the ‘When creating new documents’ drop-down list and select one of the following items:

Create new datafile
When you choose File > New Document (or File > Recent Templates) and select atemplate,
Informed Filler will create a new, blank data document with no records.

Open last data file used

When you choose File > New Document (or File > Recent Templates) and select atemplate,
Informed Filler will open the last data file that was created with the selected template.

Ask what to do

When you choose File > New Document (or File > Recent Templates) and select atemplate,

Informed Filler will ask if you want to create a new document using the selected template or
open the last datafile that was created with the selected template.

3. Click ‘OK!

Setting Passwords

Passwords allow you to protect your data documents by preventing other users from opening and
changing them with Informed Filler. If a data document has a non-blank password, you will be
prompted to enter it when you attempt to open the document (see “ Opening a Data Document”).

To set a password for a data document:

1. ChooseEdit > Preferences then click the Security icon in the scrolling list. The dialog box
changes to show the Security preferences panel.
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PreferenceS=\"—————
Security Preferences
=
' — Digital Signatures
General
Signature Service: | User’s choice 3
TN
B Display template authorization when verifying data
Printing

D Automatically verify signatures on current record

ﬁ Log off services after Eminutes of inactivity

2 — Data Document Password
[ Set Password... ]

Cancel | | 0K |

2. Click the ‘ Set Password’ button. The Set Password dialog box appears.

Set Password

01d password: I |

New password: || |

Confirm password: | |

3. Typethe password in the ‘New password’ text box then press Tab.

4. Typethe password again in the * Confirm password’ text box then click ‘OK’

If apassword already exists, you must enter that password in the * Old password’ text box
before entering the new password.
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Opening a Data Document

To open an existing data document:;

1. ChooseFile > 0pen. The standard Open dialog for your operating system appears, showing the
last directory that you browsed.

21x]

Look in: I 3 Informed 3_0 j & £k E3-

_I Data _| Tracking goesigner @ PRDLLW3Z
_IHelp (CDworking =] Designer.rsr 'i] pref
1Plug-ins [4] astFonT & Filer

;I Prefs [ﬂ asifont.map =] Filler.rsr

1 speliing ] asintppe.di [*] mFUTILS. i

] Template [#]asiPORT.RSR  [%] PDDLLWS2.DLL

«| | i
File name: l Open I
Files of type: |A[I Files (*.%) j Cancel |

2. Select adata document, then click ‘OK.’

If the data document has a password, you'll be asked to enter it before Informed Filler will open
the document.

Open Document

Enter password: I |

When you open a data document, Informed Filler first examines the document’s Template ID.
Informed Filler then looks in your templates folder for atemplate with the same Template ID as
that in the data document. If found, the data document is opened along with the template and
displayed in aform window.

If your templates folder does not contain the needed template, Informed Filler might attempt to
obtain one automatically from a distribution center in your organization. Chapter 14, “Form
Template Distribution,” describes Informed Filler's built-in forms distribution features. If the
form designer has made the needed template avail able in one or more distribution centers, and
if the distribution information is available in the data document that you're attempting to open,
Informed Filler will display the message shown on the following page:
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open this data document, but there appears to be one in a

f Your Templates folder does not contain the template required to
distribution center. Would you like me to try to get it?

This message indicates that the template you need is available from an accessible distribution cen-
ter. If you click ‘Yes, Informed Filler will place a copy of the template in your templates folder,
then continue to open it along with the data document.

If your templates folder does not contain the needed template, and the template is not available
from adistribution center, you'll see amessage asking if you'd like to look for the template.

There is no template corresponding to that data document in your
Templates folder. Would you like to choose a template to use?

If you have the appropriate template located at a different place on your hard disk, you can locate
and select it by clicking ‘OK’ on the message dialog.

You locate and select atemplate using the standard Windows or Macintosh Open dialog box. When
you select the correct template, Informed Filler copiesit to your templates folder and then opensit
along with the data document.

Opening a Recently Used Data Document

To open a data document that you've used recently:

1. ChooseFile > Recent Data Documents and select the file you want.

Note If your New Document preferenceis set to ‘ open last datafile used’ you can also chooseFile >
Recent Templates and select afile. Informed Filler will open the last datafile that was created
with the selected template. See “New Document Preferences’ earlier in this chapter for details.
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Opening a Locked Data Document

If you choose to open alocked data document, or a data document that resides on alocked disk or
volume, Informed Filler will warn you.

The selected file is locked or resides on a locked disk. Changes can
be saved only using Save As. Would you like to continue?

If you continue, the data document will be opened as usual. However, you won't be able to save any
changes made. To save any changes, use the Save As command to save the data document, along
with any changes made, into a new file. For more information about the Save As command, see
“Saving Copies of a Data Document” later in this chapter.

Opening a Data Document in Use

You cannot open a data document that is already open for use by another user or application. If you
attempt to do so, awarning message will appear.

The selected document could not be opened (it may be in use).
‘Would you like to continue trying to open the document?

If you click ‘OK, another dialog box appears telling you that Informed Filler iswaiting for the data
document to become available. When the document becomes available, Informed Filler will open it
automatically. To cancel the Open command instead, click ‘ Cancel”

Opening a Package

A package document contains both aform data document and a form template document together
inasinglefile. The purpose of package documentsisto be able to save, mail, or transfer completed
forms—or records—al ong with the appropriate form template in a single document.

If a person sends you aform using e-mail, and is unsure whether or not you have the required form
template, he or she might send you a package document instead of a data document. That way you
will be able to open the form even if you don't have the required template.
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To open a package document:
1. Double-click the package document icon or...

2. ChooseFile > 0Open to display the Open dia og, then select the package and click ‘Open.

When you open a package document, Informed Filler automatically extracts the form data and,
if necessary, form template document. If your templates folder already contains atemplate with
aTemplate ID that matches the one in the data document in the package, then that templateis
used. That is, the template in the package document is not extracted. If your templates folder
does not contain the necessary template, Informed Filler will extract the template from the
package, copy it to your templates folder, then open it along with the data document.

Unlike data documents, when Informed Filler opens a package document, it does not open the

document in place. That is, once you've opened the package and made changes to the data, sav-
ing your changes will not update the original data document in the package. Instead, Informed

Filler will save the dataiin a new data document, just as though you were saving a new untitled

data document. You' Il be asked to name the data document and specify its location the way you

normally do.

Opening an XML File (Windows Only)

Note

XML (Extensible Markup Language) provides away of sharing both the format and data of a docu-
ment over the World Wide Web, intranets and el sawhere.

Informed allows you to save, open, import and export data documents as XML. Thisis extremely
useful if your organization uses both Informed Filler on the desktop and Informed Filler (Java). For
example, aform could be filled out with Informed Filler on the desktop and saved as an XML doc-
ument. The same document could then be opened by someone using Informed Filler (Java), and
vice versa

To open an XML file:

1. ChooseFile > 0pen. The standard Open dialog for your operating system appears.
2. Select the XML fileand click ‘OK.’

You must have the appropriate template in your Template folder in order to open the document.
If you don't have the appropriate template, Informed Filler will ask you to locate it.
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Duplicate Template IDs

It isimportant that each of the templatesin your templates folder have a unique template ID. If two
templates have the same template ID, Informed Filler will not know which template to use when
you open a data document or package with the same template ID.

If Informed Filler detects two or more templates with the same template ID, it will select and use
one of them and mark the others as duplicates. Once a duplicate template has been marked, it will
appear with asmall warning sign on Informed Filler's New Data Document dialog box.

New Data Document

® Select from the templates below to create a new empty data document

from an available template.
™

“rm I ® Click “ Add Other Template...” to add another template to your templates
folder.

| (O Local Templates |

Description:

[ pistributed

(D other Templates =
/L\ Daily Cash Form

Expense

Inventory

Personnel Record ]

Thewarning sign is an indication that you should choose the template that you want to use and
remove the duplicates.

Missing Fonts

When you open atemplate (as aresult of opening aform data or package document, or creating a
new data document), Informed Filler checks to make sure that the fonts used on the template are
available in your system. Different systems on different computers can have different fonts
installed. If atemplate is drawn on one computer, then transferred to different computer, that com-
puter might not have the fonts that were originally used to draw the template.

If Informed Filler detectsthat at |east onefont is missing from your system, you'll see the following
dialog box.
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Missing Fonts

Seript MT Bold 3| These fonts are used in
New Century Schibk | this template but are not
available in your system.
They should be added in
order to display the
template properly

<

Any text that uses an unavailable font will display using afont that's available in your system.

Closing a Data Document

1. ChoosefFile > Clase, or click the window’s close box. The action that Informed Filler takes
depends on the kind of document that you're working with, and the work that has been done.

If you're closing a new data document that has not been changed, the document is closed imme-
diately. If you're closing a new document to which changes have been made, Informed Filler
will warn you to save the changes.

Informed Filler

' Save changes to "untitled"?
v"‘ . 5

Yes No Cancel

2. Click ‘Yes' to save the changes, click ‘N0’ to close without saving changes, or click ‘Cancel’ to
cancel the Close command and |eave your document open for editing. If you click ‘ Yes, you'll
see the standard Save dialog for your operating system.

3. Typeaname for the new data document, select alocation to storeit, then click ‘OK.

If you're closing an existing data document (a document that was previously opened), Informed
Filler first checks to see if you've made changes to the document. If your data document has not
changed since you last opened it, then it's closed immediately without warning.

If you have made changes to the document, Informed Filler will ask if you want to save the changes
before closing.
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The Auto-Save Preference

You can aso have Informed Filler save your data documents automatically when you close them.
To do this:

1. Choose Edit > Preferences then click the ' Genera’ icon in the scrolling list. The General Pref-
erences panel appears.

=———————— Preferences
i‘ General Preferences
E —| Onstartup, ask to: [ Create new data document i]
General ‘“When creating new documents: | Create new data file 3 I
A7
D Save changes automatically when closing data files
Printing QRecently used file list: entries
@ When entering dates, assume years with less than three
digits are within the one hundred year range:
Security
2000 |to 2099 (0 is interpreted as 2000)
ﬁ — [Z Improve readablility of small text
Spelling v

Cancel l | OK |

2. Click the * Save changes automatically’ checkbox then click ‘OK.’

Saving a Data Document

The Save command saves the currently active data document—the front-most form window on
your screen. This command is available only when changes have been made to the currently active
data document.

To save a data document:

1. ChooseFile > Save. If the data document has been saved at |east once before, it will be saved
without warning.

If you're saving a new data document for the first time, the standard Save dialog for your oper-
ating system appears.

2. Name the document and specify the location to storeiit, then click ‘OK.
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Saving Copies of a Data Document

Use the Save As command to save a copy of a datadocument with a different name, or at a different
location. You can also use the Save As command to create a package document containing both the
active data document and its accompanying template.

1. ChooseFile > Save Rs. You'll see the standard Save As dialog for your operating system.

Save Data Document As 2| x|
Save in: l ‘2 Informed 3_0 | « £k ER-
_1Data 1 Tracking
_1Help ZJworking
_1Plug-ins
_Prefs
| Spelling
| Template

File name: untitled

Save as type: |Informed data [*.ifm) j Cancel

i

Include: |AII records j

2. Enter afile name and location to save thefilein.

3. Select the format you want to save the datain. If you select ‘ Informed data’ only the form data
is saved (thisisthe most common format). If you select ‘ Informed package’ both the data and
the template will be saved together. (See the following sections for information about the other
Save as options.)

4. Select ‘All records, * Collected records, or ‘ Current record’ from the ‘ Include’ drop-down list.

5. Click ‘Save!

After saving a new data document, Informed Filler will leave the new document open for editing
and close the original document. If you save a new package document, however, the original data
document will remain open instead.

Saving as XML (Windows Only)

XML (Extensible Markup Language) provides away of sharing both the format and data of a docu-
ment over the World Wide Web, intranets and elsewhere. Informed allows you to save, open, import
and export datadocumentsas XML. Thisisuseful if your organization uses both Informed Filler on
the desktop and Informed Filler (Java). For example, aform could be filled out with Informed Filler
on the desktop and saved as an XML document. The same document could then be opened by
someone using Informed Filler (Java), and vice versa.
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To save adocument as XML:

Create a new data document or open an existing one.
ChooseFile > Save Rs. The Save As dialog appears.

Enter a name and location to save thefilein.

Select ‘XML File' as the format to save the datain.

Specify which records to include by selecting an option form the ‘Include’ drop-down list.
Click ‘Save’

o g M w NpRE

Saving as TIFF

The Save As TIFF feature allows you to save data records in the TIFF format. To use the Save As
TIFF feature you must have the SaveAs (TIFF-PDF) plug-in installed in your Plug-ins folder.
To save aform record asa TIFF file:

1. Open your data document and find the record that you want to save asa TIFF.
. ChooseFile > Save Rs to display the Save As diaog.

2
3. Enter aname and location to save thefilein.
4. Sdlect'TIFFimage asthe format to save the datain, then click ‘ Save’

Note When you select ‘ TIFF image’ the ‘Include’ drop-down list changes to * Current record.” All
other options are disabled.

You have a number of options for the way your forms are saved including:
Option Description
Format 256 Color RGB, CCITT G4 Fax
Resolution 72 dpi, 144 dpi, 288 dpi

Multipage Option to save multiple pagesin asingle TIFF file
TIFFs

Page Range  Specify the page range
Show Prefs  Option to always show the preference settings before saving

Settings for this feature can be modified through the Preferences panel.

1. Choose Edit > Preferences to display the Preferences dialog.

2. Click the ‘TIFF-PDF icon in the scrolling list, then click the * Settings' button. The SaveAs
TIFF/PDF Preferences panel appears.
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% Save As TIFF Preferences
—Image

Format: Resolution:

|258 color RGB 'I |288 dpi 'I

IV Save multiple TIFFs in a single file

—Range

&+ Al Pages

" Pages from: :I to: |:|

[V &lways show this dialog before saving

(1] N Cancel |

3. Set your preferencesfor Format, Resolution, Saving Multipage TIFFs, Page Range and whether
or not you want the preference settings dial og displayed each time before saving the TIFF

image(s).
4. Click ‘OK’ to accept your new settings.
5. Click the*OK’ button to close the Preferences dialog box.

Saving as PDF

Note

The Save As PDF feature allows you to save data records as PDF (Portable Document Format). To
use the Save As PDF feature you must have the SaveAs (TIFF-PDF) plug-ininstalled in your
Informed Plug-ins folder.

To save aform record as a PDF file:

1. Open your data document and find the record that you want to save as a PDF.
. ChooseFile > Save As to display the Save As dialog.

2
3. Enter aname and location to save thefilein.
4

. Select ‘PDF File' asthe format to save the datain, then click ‘ Save’ When you select ‘ PDF
File' the ‘Include’ drop-down list changesto ‘ Current record.” All other options are disabled.

The image files created with our PDF feature are bitmaps. As aresult, text items cannot be
selected in Acrobat Reader.
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Collecting Data Documents

If you're responsible for approving forms, you'll likely receive forms one at atime from other peo-
ple for approval purposes. If you want to retain a copy of these forms, you might want to collect
them into a single data document. That way you can sort the forms, list them on the Record List,
and use Informed Filler's other database features.

Informed Filler allows you to import the data from one data document into another. You can do this
using Informed Filler's Import command. If you use a Macintosh computer, you can drag a data
document onto the form window that corresponds to the data document you want to collect into.
For detailed information about Informed Filler's Import command, see “Importing Records’ in
Chapter 13, “Exchanging Information.”

Updating a Data Document

As explained earlier (see “ Opening a Data Document” and “ Opening a Package”), Informed Filler
automatically locates and opens the appropriate form template when you open a data document.
Whenever Informed Filler opens aform template (as aresult of opening a data or package docu-
ment), it automatically checks to make sure that the data matches the template.

If the template has changed since the last time you opened the data or package document, or if
you've received a data or package document from someone else who has a different version of the
template, Informed Filler might notice differences between the data and the template. For example,
the template might contain a new cell for which there is no data in the data document. Or maybe a
cell’s type has changed.

If differences are detected, Informed Filler will update the datato match the template. The time that
istakesto update the data depends on the particul ar differences and the number of recordsin the data
document. You'll see a progress dialog box during the update process.

Obtaining a New Template

Chapter 14, “Form Template Distribution,” describes Informed’s built-in forms distribution fea-
tures. After designing a new form template, the form designer can make the template available at
one or more distribution centers. Different types of distribution centers are supported, including file
servers and FTP servers.

Obtaining a new template from a distribution center is an easy process. As explained earlier in
“Opening a Data Document,” it can be as simple as clicking ‘ Yes' on amessage dialog. Informed
Filler doesthe rest for you.
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The most common method of obtaining a new distributed template is by means of Informed Filler's
New Data Document dialog box. This dialog box appears when you choose the New Document
command from Informed Filler's File menu.

New Data Document =————————

® Select from the templates below to create a new empty data document
from an available template.

'.’m i ® Click "Add Other Template..." to add another template to your templates
folder.
[£A) Services w
- Description:

[ Local Templates 47 -
i
(] World Corp Templates -
= =

To obtain atemplate from a distribution center:

1. Click the drop-down list at the top of the dialog and select ‘ Services.” The list changes to show
the distribution centers that correspond to the distribution center profiles found in your distribu-
tion centersfolder (named “DISTCTRS’ on Windows, “Distribution Centers’ on Macintosh).
A distribution center profileis afile containing the information necessary to identify and con-
nect to a distribution center. See Chapter 14 for information about distribution center profiles.

2. Select the center’s namein the list then click ‘Open.” The scrolling list changes to show the
available templates.

3. Select the template you want in the list then click ‘New.” Informed Filler copies the distributed
template to your templates folder and opensiit, creating a new untitled data document.

Once you've obtained a new template from a distribution center, Informed Filler will automatically
notify you when a new version of the template is available. For detailed information about how
revision checking works, and the various commands and preferences associated with templ ate distri-
bution, please see Chapter 14, “Form Template Distribution.”
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Panagon Integration (Windows Only)

The Informed Panagon plug-in enables integration of Informed Filler with FileNET’s Panagon
eContent and eProcess solutions.

The Panagon integration features include:

storage and retrieval of form data documents to and from a Panagon document library directly
from within the Informed Filler application

automatic setting of document class and properties for form data documents according to admin-
istrator configuration

document searching from within the Informed Filler application
sending document references via e-mail from within the Informed Filler application

Theintegration of Informed Filler with Panagon eContent and eProcess solutions provides compel -
ling benefits. Form users benefit from:

the enterprise reach of the document management system
security to protect access to form data documents
document change control

searching capabilitiesto find particular documents
document versioning and audit trails of document changes

Key to the effectiveness and integrity of thisintegration is the fact that Informed is based on a doc-
ument-centric architecture. Form data documents are singl e file container documents for completed
or partially completed forms. A form data document contains all data and attributes of aform
instance, including form information (textual and pictures), digital signatures, annotations and file
attachments—all in asinglefile. A form data document is checked into the document library by
checking in onefile.

By storing form data documentsin a central document library, thereisaways only one original doc-
ument and no risk of “copies’ being accidentally treated as originals asformsare routed from user to
user. Furthermore, the central storage of form data documents enables the parallel routing of forms.
A form can be routed to multiple individuals simultaneously (that is, in parallel rather thanin
seguence), and the multiple recipients can access and update the form in any order, one at atime.
Each update will result in a new version of the form with a complete audit trail.
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System Requirements and Installation

Panagon integration requires Informed v3.0 or later, and one of two Informed Panagon plug-ins.

Panagon?2 (works with Panagon IDM Desktop client version 2.0.x)
Panagon3 (works with Panagon IDM Desktop client version 3.0.x)

The Informed Filler setup application automatically checksto see if the Panagon IDM Desktop cli-
ent software has been installed on your computer. If the client has been installed, the Informed setup
application will install both plug-ins. When Informed Filler is launched, the plug-in which corre-
sponds to your version of the Panagon IDM Desktop client will be activated.

Setting Panagon Preferences

You can set various preferences that control how Informed Filler interacts with the Panagon IDM
Desktop client. To set your Panagon preferences:

1. ChooseEdit > Preferences to display the Preferences dial og.

2. Click the Panagoniconin the scrolling list then click the ‘ Set Preferences’ button. The Panagon
Preferences panel appears.

+ Panagon Preferences = x|

~ General Settings:

[~ Work offline
[V File commands access library directly

[V Show properties when adding or checking in documents

‘When opening documents [checkout or copy):
% Use default location
" Prompt for location

Logon Preferences |

0K I Cancel

3. Select or deselect the general settings described bel ow.
4. Click ‘OK’ to save your settings.

Work offline

Select this setting if you need to work without having access to a Panagon document library. For
example, you're traveling and need to make changes to a document on alap top computer. If the
“Work offline’ checkbox is not selected, Informed Filler will awaystry to connect to the Panagon
document library. This option isturned ‘off’ by default.
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File commands accesslibrary directly

This option controls the function of Informed Filler's Open, Close, Save and Save As commands.
With this option selected, these commands will access a Panagon document library directly allow-
ing you to add, check-out, open, check-in and search for form data documents right from within the
Informed Filler application.

If you deselect this option, Informed Filler will display the standard Windows file system dialog
boxes when opening or saving form data documents. For more information about how Informed
Filler accesses a Panagon document library, please see “Accessing a Panagon Document Library
with Informed Filler”

Show propertieswhen adding or checking in documents

If this option is selected Informed Filler will always display the Properties dialog when you add or
check in documents. The Properties dialog shows the document class, document properties, version
properties and security list for the document. You can enter or change any of the attributes available
on the Properties dialog.

Regardless of whether or not you select the * Show properties when adding or checking in docu-
ments option, Informed Filler will display the Properties dialog box when you add or check-in
aform data document under certain conditions, including:

A property mapping is not configured for the selected library
The document class specified for the selected library does not exist

There are one or more required document properties for the specified document class and the
form designer has not mapped an attribute to those properties or the mapped attribute value is
blank

When opening documents (check out or copy)

Whenever you open a document directly from a Panagon document library (when checking out a
datadocument or opening acopy), Informed Filler copiesthe document to a place on your local hard
disk.

With the ‘ Use default location’ option selected, Informed Filler will copy documents to the default
locations specified using the IDM Configure application. This application is installed when you
install the Panagon IDM Desktop software.

If the * Prompt for location’ option is selected, Informed Filler will prompt you for the location to
place the local copy of the document when checking out or opening a copy of a document.

Login Options

Informed Filler logs on to the required Panagon document library whenever accessto thelibrary is
needed. If you've aready logged on through the Panagon IDM Desktop, Informed Filler will use
that logon when access to the document library is needed and you will not be prompted for a user
name and password.
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If alogonto alibrary has not already been established, Informed Filler will prompt you for a user
name and password. You can specify your logon information in advance so that logon occurs auto-
matically in some cases. To do so:

1. Click the ‘Login Preferences’ button and enter your information on the dialog box that appears.

! Login Preferences S X|

- Login Information

User name: II |

Password: | |

Group: | |

[~ Ty Windows credentials first

If your login information is the same as your Windows credential's, you can request that
Informed Filler logon with those settings by checking the * Try Windows credential s first’
option. If an attempt to logon with your Windows credentials or the logon information you
enter on the Logon Preferences dialog box fails, Informed Filler will prompt you to enter your
logon information.

Accessing a Panagon Document Library with Informed Filler

With Informed Filler's Panagon integration, the standard File commands that you use to open, close
and save form data documents can access documents directly in a Panagon document library. This
makes it much more convenient to check-out and open or open a copy of adocument, and to check-
in adocument or cancel a check-out.

Opening a Document
To open adocument:

1. ChooseFile > 0pen. Instead of the standard Open dialog, you'll see the Open Panagon Docu-
ment dialog.
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Open Panagon Document llél

Look in: If[‘ﬁ Library1 : Bl

L:j E-Forms [Dpen |
[_JE-Forms Portal

i

Advanced... |
Local Drives... I

rUpen As
i {* Checkout
| € Copy
1

Find documents that match these criteria:

Title: | Ll Contains: I LI Find Now I
Doc Class: IAII Doc Classes j Doc ID: | L] New Search I

|0 document(s] found. [ Library

2. Select and open adocument library and navigate through different foldersto find a document to
open. You can also use the simple or advanced searching capabilities available in the Panagon
IDM Desktop. (Please see your Panagon IDM Desktop documentation for information about
searching for documents.)

3. Onceyou've located and selected the document you want to open, you can check-out and open
it, or you can open a copy of the document. Select your choice by clicking either of the ' Check-
out’ or ‘Copy’ optionsin the ‘Open As' section of the Open dialog box.

4. Click the ‘Open’ button to open the document.

When Informed Filler opens a document from a Panagon document library, it copies the document
to local storage. That way, when you check-out a document you can work with it while discon-
nected from the network. See “ Setting Panagon Preferences’ for information about where Informed
Filler storesthe local copy of the document.

If you want to open a data document from local storage (or on a networked volume), just click the
‘Local Drives button on the Open Panagon Document dialog to display the standard Windows
Open dialog where you can select the local file.

Closing Documents
To close adocument:

1. ChoosefFile > Close. If the document was opened from local storage or from a networked vol-
ume, and does not correspond to a checked out document, Informed Filler will functionin the
standard way. The document will be saved, if requested, and then closed. If the document isa
new untitled document, or if the document corresponds to a checked out document, Informed
Filler will present additional options when closing the document.
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Closing a New Untitled Document

When you close a new untitled document, Informed Filler will ask if you want to save the changes.

< Informed Filler 4 x|

Yes No Cancel

If you click ‘Yes, Informed Filler will present the Add Panagon Document dialog which allows
you to add the current form data document directly into a Panagon document library.

Add Panagon Document 5 ﬂﬁl
Save in: Iﬁg FileNET Neighborhood L] g‘ E :
@4 Entire FileNET Netwaork Open |
i Library1 e
ancel I
Local Drives... I

Title Untitled =]

1. Select adocument library and navigate to the folder in which you would like to add the new
form data document.

2. Click the ‘ Save' button to add the new form data document to the selected folder.



Once the document is saved, the Close Options dialog appears.

E + Close Options

x|

This new document is currently scheduled to be checked in. Please select the actions desired

when closing this document.

~Actions:

e

" Keep the document checked out
(" Cancel the checkin

- Options:
¥ Update the document's properties
[~ Create alocal copy of the document

- Outcome:

The checkin will be completed, the
document's properties will be
updated, and a local copy of the
document will not be created.

-~ Local Copy Location:

E=

Cancel

The Close Options dialog presents several options for which action to take as the document is

closed:
Completethe checkin

Document Management
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If this radio button is selected, the checkin will be completed, the documents properties will be
updated, and a local copy of the document will not be created. If you want to create alocal copy,
click the *Create alocal copy...” checkbox.

Keep the document checked out

If this option is selected, the checkin will be completed and the document will remain checked out.
The document’s properties will be updated and alocal copy of the document will be created at the
location shown at the bottom of the dialog. You can select a different location by clicking the ...’

button.

Cancel the checkin

If this option is selected, the checkin will be canceled, the document properties will not be updated
and alocal copy of the document will be created at the location shown at the bottom of the dialog.
You can select adifferent location by clicking the *..." button. 1f you don’t want to create alocal

copy, deselect the ‘ Create alocal copy...” checkbox.

3. Select your options, then click *OK’ to complete the close operation.

If avalid property mapping existsfor the selected library, Informed Filler will automatically set
the document class and properties when adding the new document to the library. Otherwise (or
if specified in Preferences), Informed Filler will display the Properties dialog requesting that

you select a document class and manually enter any required document properties.
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Expense Properties E x|
Properties I
Class:
b A
Document Propetties | Value
+ Title [Expense
ttem ID |003670320
‘ersion Properties | Value
File Name |
Checkin Date |
Checked In By User |

oK I Cancel

Closing a Checked Out Document

If the current data document has been checked out from a Panagon document library, when you
close the document Informed Filler will display the Close Options dialog.

|

‘< Close Options = x|

This document was checked out by Informed. Please select the actions desired when closing
this document.

~Actions: ~ Outcome:
(% Check the document back in The document will be checked
" Keep the document checked out back in, its properties will be

updated, and the local copy of the

(" Cancel the checkout document will be removed.

~ Options:

[V Update the document's properties
|~ Keep alocal copy of the document

~Local Copy Location:

oK I Cancel
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The close options for a checked out document are slightly different than the close optionsfor anew
untitled document.

Check the document back in

If this action is selected, the document will be checked back in, its properties will be updated and
the local copy of the document will be removed. If you want to keep alocal copy, click the ‘Keep a
local copy of the document’ checkbox.

Keep the document checked out

If this action is selected, the document will remain checked out, its properties will be updated and
the local copy of the document will remain in the location specified at the bottom of the dialog. If
you don’t want to update the document properties at thistime, deselect the * Update the document’s
properties’ checkbox.

Cancel the checkout

If thisaction is selected, the checkout will be canceled, the document properties will not be updated
and the local copy of the document will be removed. If you want to keep a copy of the document,
select the ‘Keep aloca copy of the document’ checkbox.

Select your options, then click ‘OK." If avalid property mapping exists for the selected library,
Informed Filler will automatically set the document class and properties when you check-in a doc-
ument. If the * Show properties when adding or checking in documents' preference is selected,
Informed Filler will display the Properties dialog box allowing you to view and change these set-
tings.

Saving Documents

Informed Filler's Save command saves the current form data document. Like closing documents,
the Save command functions differently depending on certain characteristics of the current form
data document.

Saving a New Untitled Document

If the current form data document is an untitled document, Informed Filler will prompt you for a
save location by displaying the Add Panagon Document dialog when you choose Informed Filler's
Save command.

The Add Panagon Document dialog box allows you to select afolder in a Panagon document
library as the save location for the document.

1. Select adocument library and navigate to the folder in which you would like to add the new
form data document.

2. Click the‘Save' button. The Add Panagon Document dialog closes and the Save command
compl etes.
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The new datadocument is not added to the Panagon document library until you close the document.
If you wish to close the document:

3. ChoosefFile > Close. The Close Options dialog will be presented. See “Closing a New Untitled
Document” for details about the Close Options dialog.

4. Select your close options then click ‘OK!

If avalid property mapping exists for the selected library, Informed Filler will automatically set the
document class and properties when the new document is added. If the form designer has not per-
formed this configuration, Informed Filler will display the Properties dialog box requesting that
you select a document class and manually enter any required document properties.

For convenience, the Add Panagon Document dialog contains a‘Local Drives..." button. Clicking
this button allows you to store the new untitled document in afolder on alocal or networked drive,
rather than in a Panagon document library.

Saving an Existing Document

If the current form data document is not an untitled document, choosing Informed Filler's Save
command simply saves the changes made since it was last saved or opened.

If the current document has been checked out from a Panagon document library, the Save com-
mand does not check the document back into the document library resulting in a new version.
Only the local document is saved. Options to check-in the document or cancel the check-out are
available only when you close the document. See “Closing a Checked Out Document” for
details.

Sending Document References via E-mail

Informed Filler provides the ability to send formsviae-mail making it easy to automate the routing
of forms from person to person. With Informed's Panagon IDM Document Services integration,
Informed Filler users can send FileNET document references rather than the actual data documents.

A FileNET document referenceis similar to aWindows shortcut. It contains alink, or pointer, to
the original document rather than the actual content of the document. A document referenceis
therefore very small in comparison to the actual document.

Sending document references has advantages. The small size of the document reference file means
that the demands on the e-mail system are reduced significantly. Rather than carrying the actual
document, the e-mail system carries only the small document reference file. When the recipient of
the e-mail message opens the document reference with Informed Filler, the reference is resolved
and the actual document is located and opened.
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Sending document references also alows forms to be routed in parallel. This meansthat you can
send aform to multiple people at the same time rather than in sequence from one person to the next.
Parallel routing is appropriate when aform must be reviewed or approved by multiple people, but
the order does not matter. By sending the form to all users at the same time, the multiple recipients
can access the form in any order, and the process is never delayed by any one user. Since the form
data document always resides in the FileNET document library, all participants will access the
same original document.

1. ChooseFile > Panagon > Send To. The Panagon IDM Desktop’s Send To command will be
invoked. This alows you to e-mail a document reference via GroupWise or any MAPI-compli-
ant e-malil client. For information regarding the details of sending document references, please
see your Panagon IDM Desktop documentation.

Receiving a Document Reference

When you receive a FileNET document reference, double-clicking the file, by default, runs the
Panagon IDM Viewer application. Since this application is not capable of displaying Informed form
data documents, you should open document references from within the Informed Filler application.

1. ChooseFile > 0pen, then |ocate and select the document reference using the Windows Open
dialog. (If your ‘File commands access library directly’ preferenceis currently selected, you'll
have to click the ‘Local Drives button on the Panagon Open dial og to access the Windowsfile
system.

If you've received a document reference as afile attachment to an e-mail message, you may
need to first extract the file from the message before opening the file. Some e-mail clients auto-
matically place file attachments in a particular folder where they can be accessed directly.

Like opening aform data document directly from a FileNET document library, Informed Filler
provides the option of checking out and opening the document or opening a copy of the docu-
ment when you open a document reference. A dialog appears requesting your choice.

% Informed Filler X

y \i'r) Would you like to check out this document or open a copy?

Checkout I Copy Cancel

2. Click the desired option to continue. If you click either of the ‘ Checkout’ or * Copy’ buttons,
Informed Filler will resolve the document reference and proceed to open the actual document.
At thispaint, Informed Filler behaves exactly the same as though you had opened the document
directly from the Panagon document library. Please see “Accessing a Panagon Document
Library with Informed Filler” earlier for more information.
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ODMA Support (Windows Only)

Note

The Informed ODMA (Open Document Management API) plug-in allows you to link Informed

Filler to any ODMA-compliant document management application. This arrangement combines
Informed Filler's powerful form filling features with the organizational strengths of a document

management system.

The ODMA plug-in must beinstalled in your Plug-ins folder.

How it Works

A document management application is used to control and manage documents within an organiza-
tion, thus streamlining and speeding up the access and flow of information. In a document manage-
ment system, each document is assigned specific labels such as a document name, author and
document type. These labels make it easy to store, search and retrieve information.

When the ODMA plug-inisinstalled, you can fill out forms with Informed Filler, then save and
retrieve the completed forms using your document management application’sinterface, rather than
storing your forms locally.

Creating and Saving a New Document

You create a new form data document the way you normally would with Informed Filler:

1. ChooseFile > New Document. The New Data Document dialog appears.
2. Select the form template you wish to use, then click ‘New. A form appears, ready for filling.
3. Fill intheform.

After the form is completed, you can save it into your document management system right from
within Informed Filler:
1. Make sure your document management application is running.

2. ChooseFile > Save in Informed Filler. Instead of the standard Windows Save dialog, you'll see
the Save dialog that corresponds to your document management system.

3. Enter the document information according to the rules defined for your document management
system, then click ‘OK.
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Retrieving an Existing Document

You can retrieve an existing data document from your document management system right from
within Informed Filler:

1. ChooseFile > 0pen. Instead of the standard Windows Open diaog, you'll see the Document
Retrieval dialog that corresponds to your document management system.

2. Select the document you want to open, then click ‘ OK.” The document management system will
retrieve your form and open it in Informed Filler's window.

Details about specific document management systems are not included in this section. For informa-
tion about your organization’s system, please see the documentation that came with the application,
or consult the person who administers your document management system.
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Filling Out Forms

Forms contain areas where you enter information. These areas are called cells.The form designer
specifies the type of information that you can storein each cell, aswell as the desired formatting
options. Calculations, choices, lookups, and other intelligent features are also added to aform.

This chapter describes how to fill out aform. You'll learn how to enter information and use the vari-
ety of intelligent features that make it easy for you to fill out aform. You can fill out new records or
you can edit existing records. For information about creating, finding, removing, duplicating, and
sorting records, see Chapter 8.

Activating a Record

Before you can change the information on aform, you must activate the current record. While a
record is active, you can tab from cell to cell and enter information by typing on the keyboard or
pasting from the Clipboard. The figure below shows a form that's inactive (left) and active (right).

World Corporation . World Corporation
1 Awenue of the &m l 1 Awenue of the &m
New York, NY 123 csresariow New York, NY 123
EmployeeNo Recipient Name Employee No Recipient Name
1055 Lauren 1055 Lauren
Department to Charge | Departmentto Charge
Internal Security Internal Security
Part # De Part # De
ClHlE,M|1|D|1 Chemistry Set C|H|E|M|1|0|1 Chemistry Set
B|C |5|9|5| | Brief Case B|C|5|9|5I | Brief Case
I A | I |
I | I |
[ [
22 Records | 1of 2 % 22Records | @ 1of2 %

The small pencil in the collection information box (see “ Collection of Records’ in Chapter 8) indi-
cates visually that the record is active. Notice that the ‘ Department to Charge’ cell is selected and
ready to accept information. The form on the left isinactive and therefore has no current cell.

To activate the current record:

1. PresstheTab key or...

2. Click any cell. Using the mouse, position the pointer over any cell, then press the mouse button.
Informed Filler activates the record and shows a blinking insertion point in the cell that you
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clicked. If you click a checkbox, picture, or signature cell, you'll see a bold, blinking border
inside the cell instead of a blinking insertion point.

Once you've activated arecord, you can enter information by tabbing from cell to cell and typing or
pasting values. See “Entering Information” and “ Tab Order” for more information.

Accepting the Current Record

After you've entered a new record or made changes to the information on an existing record, you
accept the record by pressing the Enter key on the numeric keypad. The pencil indicator no longer
appears and the current cell on the form is deselected. If your Windows keyboard does not contain a

numeric keypad, you can press Control-Enter. If your Macintosh computer does not have an Enter
key, you can press Command-Return.

Note If you choose a command such as Print or Close while arecord is active, Informed Filler auto-
matically accepts the record before performing the command.

Asyou'll learn later in this chapter, the form designer can create check formulas for the cellson a
form. A check formulais aformulathat examines the value of a cell to check for errors. When you
attempt to accept arecord, Informed Filler checksfor errorsin order to prevent accepting aninvalid
record. If an error is detected, a beep will sound and the record will remain active with the invalid
cell value selected. Correct the mistake, then press the Enter key once again to accept the record.

Entering Information

Tofill out aform you enter information into each cell on the form. You can move between cells by
pressing keys such as Tab or Shift-Tab, or by clicking a particular cell with the pointer. The cell
which is currently selected is called the current cell; it’'s the cell that’s ready to accept information.
With the exception of checkbox, picture, and signature cells, the current cell will contain either a

blinking insertion point or aselected cell value. Selected checkbox, picture, and signature cells con-
tain abold, blinking outline.

ABC Companylnc.
890 Short Way
San Francisco, CA,
987649

B Female  [] Male

—— Bold, blinking outline

Blinking insertion point
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After selecting a cell, you can enter information into it by:

typing
pasting the Clipboard contents (choose Edit > Paste)
selecting a choice from a choices palette or drop-down list (for certain cells)

For information about using choice lists, see “Intelligent Features’ later in this chapter.

Asyou enter information, Informed Filler can help by automatically calculating, looking up, and
checking values for you. These and other intelligent features make it easier to fill out forms quickly
and accurately.

Each cell on your form will accept a particular type of information. The form designer is responsi-
ble for properly naming and choosing the most appropriate type for each cell. Informed allows the
use of nine different cell types. The following table lists these types with examples.

Cell Types

Cell Type Examples

Text Business form #29 12345 - 123 Street, A Big City
Character (555) 555-1212 02983-1283

Number 101 $12,550.75

Name Mr. John Smith Jones, Mr. Tom F.

Date 10/25/89 Wednesday, November 8, 1989
Time 14:20 03:15:04 PM

Boolean Yes

Picture %

Signature
7 Mary 2nn Hancock

When you enter information into acell, the value you type or paste must be appropriate for the type
of information that the cell holds. For example, you can't type a name into a cell that stores num-
bers. If you enter an incorrect cell value, Informed Filler will beep and select the value when you
attempt to accept the record or tab to a different cell.

Associated with each cell type are avariety of formatting options that make it easier to enter infor-
mation. Rather than typing formatted values, Informed Filler can do the formatting for you. For
example, acell might be formatted to display numbers with a currency symbol, thousand separa-
tors, and two decimal places of accuracy. Informed Filler would automatically convert atyped
value, such as ‘1500, to the formatted value ‘ $1,500.00.
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Font, Size, and Type Style

The form designer specifiesthe font, size, and type style attributes used to display information in
each cell on the form. When you enter avaluein acell, the information is always displayed accord-
ing to those specifications. However, by selecting certain options, the form designer can alow you
to change these attributes cell by cell.

To change the font, size, or type style:
1. Selectthevaueinacell.

2. Choose anew setting from the commands under the Cell menu. On Windows, you'll only see
the Font command. Choosing this command displays the Font dialog where you can select dif-
ferent fonts, sizes and type styles. On Macintosh, you'll see the Font, Size and Type Style sub-
menus. Which commands/submenus are available depends on which options the form designer

has alowed. For example, if you are only allowed to change the font and type style, the Size
controlswill be unavailable.

g The following types styles are not available on Windows compatible computers. Outline, Shadow,
Condensed, and Extended.

Display Only Cells

The form designer can prevent you from entering information into any cell by making the cell dis-
play only. Display only cellsare usually calculated cellsthat obtain their values from other cellson
the form. While tabbing from cell to cell, Informed Filler will skip past any display only cells. You
are still permitted, however, to select adisplay only cell by clicking it with the pointer. To indicate

that acell isadisplay only cell, aline will appear through the pencil symbol in the collection infor-
mation box when the cell is selected.

Subtotal 4003.28|

Discount 9g.07||

INYOICE

Z5Records |0 W Zof 15 K I

While adisplay only cell is selected, Informed Filler will beep each time you try to enter or change
the cell’s value. After three attempts, an alert message will notify you that the current cell isadis-
play only cell.

Entering Text
Thetext cell typeisused for cellsthat hold textual information such as an address, acomment, or a

memo. Formatting options can automatically capitalize |etters, words, or sentencesin the informa-
tion you enter.
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When you enter information into a cell, you can type more lines than will actualy fit in the cell
area. When you press Tab to move to the next cell, the information that doesn't fit is hidden.

Text cells can also make use of aformatting option called ‘Allow auto-shrink.’ If thisoptionis
selected, Informed Filler will automatically shrink the type size of the information so that it fits
entirely inthe cell area.

Comments Comments
Mscuripe oo mush ) B
te.xtln a cell, the lines botiom edge ofthe &1l Wik 01
will extend below the ever hmation
bottom edge of the cell

while you enter
information|

Entering Character Values

The character cell type also stores textual values. However, unlike the text cell type, character val-
ues must match a specific format that the form designer defines. The character cell typeis used
commonly to store information such as tel ephone numbers, zip codes, or any values that are aways
formatted exactly the same way.

When you enter avalue into a character cell, Informed Filler will verify that the value matches the
cell’sformat. Format characters such as dashes and spaces are automatically entered for you. If you
enter an incorrect value, Informed Filler will beep and select the value when you try to moveto a
different cell or accept the record. A message will appear picturing the required format.

Entering Numbers

The number cell type stores numbersin avariety of formats. Informed Filler automatically formats
any number you enter according to the cell’s format. Format characters such as the currency sym-
bol, thousand separators, and the decimal point are entered for you.

Entering Names

The name cell type stores names. A hame has up to five parts: a prefix (such as Mister or Professor),
afirst name, a middle name, alast name, and a suffix (such as Junior). Multiple prefixes, middle
names, and suffixes are allowed. A cell’s name format can include all parts or only selected partsin
either full or abbreviated form.

When you enter aname, Informed Filler identifies each part that you type, then formats the name
according to the cell’s name format. You should enter the parts of a name in the following order:
prefix, first name, middle name, last name, then suffix. If you type a comma after the first part,
Informed Filler will interpret that part as the last name.
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To help identify the parts of a name that you type, Informed Filler refersto alist of known prefixes
and suffixes. Thislist can be found in Appendix A of this manual.

Entering Dates and Times

Informed Filler makesit easy to enter dates and times. Rather than typing avalue in aparticular for-
mat, you can type a date or time in any format you like. For example, to enter the date ‘ January 1,
1999, you cantype‘jan 199 or ‘1 1 99." Informed Filler interprets what you type and formats the
date or time value according to the particular formatting options of the cell.

To enter adate:
1. Select the cell that you want to enter the datein.
2. Typethedateor...

3. ChooseEdit > Insert Date. On Macintosh, Informed Filler will automatically enter today’s date
in the correct format. On Windows, Informed Filler will display the Date Picker, allowing you
to click and select the date you want.

[ < | August, 2000 n

Sun Mon Tue Wed Thu Fri Sat
03I 1 2 3 A5
6 7 8 9 10 1 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 331 AN 1 2
3 4 4] B 7

Today: 87472000

9

Century Wrap Preference

Informed provides a preference to specify the treatment of dates that are entered with centuries of
less than three digits. The default setting is 1950 - 2049. Any entries made with two digits are inter-
preted to be between 1950 and 2049. For example, 2/1/79 would result in Feb. 1, 1979 whereas
2/1/38 would result in Feb. 1, 2038. You can change the date range at any time.

1. ChooseEdit > Preferences to display the General Preferences panel.
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I Preferences = x|

]

General

General Preferences

[~ Ask for template information when saving new files
[V Recently used file list entries

‘when entering dates, assume years with less than three digits
are within the one hundred year range:

. 1950 | to 2049 (0 is interpreted as 2000)
L
Printing [~ Large design background

E S IV Improve readabliity of small text

OK I Cancel |

2. Enter anew starting value in the text box. Informed will automatically update the end value.

When entering dates, assume years with less than three digits
are within the one hundred year range:

1980 | to 2079 (0 is interpreted as 2000)

Entering Boolean Values

A boolean cell can have one of two values. Depending on the format of a boolean cell, the cell’s
value will display asYes or No, True or False, or On or Off.

Informed Filler ensures that you enter only values that are appropriate for that format. If you type
only part of avalue, Informed Filler convertsit to its full form. For example, to enter ‘N0’ into a
Yes/No style boolean cell, you need only type the letter ‘n.’” Informed Filler converts the value to
‘No’ for you.
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Entering Checkbox Values

There are eight different checkbox styles. The following table lists each style in its checked and
unchecked state.

B Yes O No
B True [ False
& ©On [ Off
1 Mak O Femak
X Yes _ No
+ 0On __ Orf
® Up O Down
W Yes O No

Rather than typing a value into a checkbox, simply click the cell with the pointer or press any key.
The céll’s value will toggle between checked and unchecked.

Entering Pictures

%

You can enter apictureinto apicture cell by using the Insert File command (see “Reading Informa-
tion From aFile") or by pasting from the Clipboard. If you are using a Macintosh computer with
Mac OS 7.5 or later, you can also enter a picture by using the drag and drop method. Informed
Filler stores picturesin Windows Bitmap (.BMP), Windows Metafile (WMF), Macintosh PICT
(.PCT), and Encapsulated PostScript (.EPS).

The Windows Metafile format is not supported on the Macintosh.

Reading Information From a File

Another way to fill in parts of aform isto use the Insert File command. This command allows you
to import atext fileinto atext cell, or a picture into apicture cell. For the command to be available,
the current cell must be atext or picture cell, and its ‘ Display only’ option must be turned off.

Toinsert afile:
1. Select thecell.

2. ChooseCell > Insert File. For picture cells only, pressing the Enter (Windows) or Return
(Macintosh) key is a shortcut for selecting the Insert File command. The standard Open dialog
appears, allowing you to select afile. For text cells, the selected text file will beinserted into the
cell at the current insertion point. For picture cells, the selected picture replaces the current pic-
ture in the cell.
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Setting a Cell’s VValue for Multiple Records

From time to time you might want to set the value of a single cell on more than one record. For
example, if acustomer pays ten outstanding invoices with one check, you have to mark each
invoice as being paid. Instead of changing the value of the * Payment Status' cell from ‘Unpaid’ to
‘Paid’ on each record individually, you can set the value of the cell for al ten records at once with
the Set Value command.

To set the value of acell on multiple records:

1. Findand show that collection of records on the Record List. Make sure that the Record List con-
tains only the records that you want to change (see Chapter 8, “Manipulating Records’ for
details about the collection of records and using the Record List).

2. With the Record List displayed, select the column that contains the cell you want to change.
3. Choose Cell > Set Dalue... to display the Set Value dialog box.

= Set lalue i———

For the 4 collected records, set the value of
“Celll 7 to:

@ This value:

O Its calculated value

[ cancet | | ok

4. Withthe ‘' Thisvalue' option selected, enter the new valuein the text box and click ‘OK. The
value of the cell is changed for each selected record. If you are setting the value for many
records, Informed Filler displays a progress dialog.

If you want to change the value for acheckbox cell, the Set Value dialog box will look like this:

= Set lalue ==—r—

For the 4 collected records, set the value of
“Celll ¥ to:

@ This value:
@ Checked O Unchecked

O Itz calculated value

[ Cancel ] [[ 0K ]]

Instead of typing avaue, smply click either the ‘ Checked' or ‘Unchecked’ option.
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If the selected column on the Record List corresponds to a table cell on the form, the ‘ This
value' option will not be available. You can only use the ‘Its calculated value’ option. Please see
“Calculations’ for more details.

You can use the Set Value command to change the value of any cell except for display only cells, or
picture and signature cells. If the cell or Record List column that you select is one of these, the Set
Value command will be unavailable. You can also use the Set Value command to reset the value of a
calculated cell. For details, see “Calculations’ later in this chapter.

Errors When Using the Set Value Command

Asyou'll learn in “Data Verification” later in this chapter, the form designer can create a check for-
mulafor any cell so that Informed Filler automatically checks for mistakes when you fill out a
form. A check formula is aformulathat examines a cell value to determine if an error has been
made.

When you use the Set Value command to change a cell’s value for many records, it’s possible that
the value you set might be invalid for one or more records in the collection, based on the cell’s
check formula. If this occurs, Informed Filler leaves those records unchanged and tags them with
the tag name “ Set Value Errors.” For information on tagging records, see “Tagging Records’ in
Chapter 8.

Scrolling Fields

The form designer can include a scroll bar with any field on the form. A field that includes a scroll
bar is called ascrolling field. A scrolling field allows you to enter more data than will display in the
cell area. You view all the data by scrolling up and down using the scroll bar.

Comments
Scrollingfields allow you [& N
to ertergmore ! The scroll bar is active, indicating
inf cern ation than will 8 that the cell area contains more data.
Healocolio ble o o oll oo eel

Depending on which option the form designer has chosen, the scroll bar on a scrolling field might
bevisible at al times, or only when you select or tab into that cell.

When arecord that contains scrolling fields isfilled out and printed, Informed Filler repeats the
printing of the page or pages that contain the scrolling fields, until all the datain those fields has
been printed. For example, if page 2 of atwo page form contains a scrolling field, Informed Filler
will print page 1, then page 2, then page 2 again until all the datain the scrolling field has been
printed. The extra copies of page 2 will only contain the datain the scrolling field; all other fields
will print blank.
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Memorizing Values

Many forms contain information that is specific to the person filling out the form. For example, if
you fill out atime card, information such as your name or employee number is always the same.
Instead of typing an entry each time, you can type an entry once, and use Informed Filler's Memo-
rize command to “memorize’ that value. The next time you add a new record to your data docu-
ment, the “memorized” value is automatically filled in.

To memorize avalue:
1. ,Select thevaluein thecell.

2. Choose cell > Memorize. The value you are memorizing appears as part of the Memorize com-
mand in the Cell menu. For example, if you fill in the value “Lynn Gweeni€” in the ‘Name' cell
on your form, the Memorize command displays asMemarize “Lynn Gweenie” when the cell
is selected. After choosing the Memorize command, the name “Lynn Gweeni€” will be auto-
matically filled in when you add a new record to your data document.

Often different types of formswill contain some common information. For example, both purchase
requisition and travel expense forms contain cells for employee information. For a particular
employee, thisinformation is the same on every record, both for purchase requisitions and travel
expense forms. If the form designer has selected the ‘ Memorization is shared’ option for a particu-
lar cell (such asthe ‘Name' cell), any value that you memorize for that cell is also memorized for
the same cell on other forms.

Note A cell’s memorized value is shared only if the ‘Memorization is shared’ option is selected by
the form designer. The memorized value is shared only with cells on other forms that have the
same cell name and the ‘ Memorization is shared’ option selected.

To cancel the effect of memorization, enter ablank value in acell, then choose Cell > Memorize.
Tab Order

Each form has a predefined tab order. The tab order determines the order in which you move from
cell to cell each time you press the Tab key. The form designer sets up the tab order using Informed
Designer. You can’t change aform’stab order using Informed Filler. The following figureillustrates
tab order.
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;]\;gfg:‘nguny Sold To Ship To
- ve.
New York, NY @ @
98765
=3 | @ o 5 |[#e v () ‘ The circled numbers indicate
— —_— an appropriate tabbing order
@ " ® @ ®j‘ for this form.
|
|
Shippina @
INVOICE Signature Total @

When you fill out aform, pressing the Tab key moves you from one cell to the next in the tab order.
Pressing the Shift-Tab key moves you in the reverse direction. If your form contains more than one
page, Informed Filler will automatically change pages when you move from acell on one pageto a
cell on another. For cells that cannot have more than one line, pressing Enter (Windows) or Return
(Macintosh) has the same effect as pressing Tab.

Informed’s Quick-Tab feature allows you to bypass the normal tab order of aform. Whilefilling out
aform, pressing F2 (Windows) or Command-Tab (Macintosh) moves you to the next Quick-Tab
cell intab order. Pressing Shift-F2 (Windows) or Command-Shift-Tab (Macintosh) moves you to
the previous Quick-Tab cell instead. Like the tab order of aform, you can’'t change the Quick-Tab
cells using Informed Filler. Quick-Tab cells are specified using Informed Designer.

The first row of the first column cell in every tableis a Quick-Tab cell. You can therefore automati-
cally move from table to table on your form by pressing either of the F2/Command-Tab or Shift-F2/
Command-Shift-Tab keys. Thefirst field cell following atable is also a Quick-Tab cell.

The form designer might also have configured conditional tabs for certain cells on the form. A con-
ditional tab moves you to another area of the form, based on the information that you've entered in
the cell you're tabbing out of. For example, the form designer might configure conditional tabs for
‘Local’ and ‘ Out of Town' checkboxes on atravel expense form. If you select the ‘Local’ checkbox
and then tab from that cell, you might tab past sections for claiming expenses such as ‘ Hotel
Accommodation’ and ‘Airline Travel, and go directly to sections for claiming expenses such as
‘Parking’ and ‘Fuel.

Filling Out Tables

Each table on your form has one or more columns and one or more rows. You fill out atable by tab-
bing from column to column and row to row, entering datain each cell. The direction that youtabin
atable—either across the rows or down the columns—is configured by the form designer.

The form designer also specifies when tabbing will leave atable. Normally, if you are tabbing
across the rows, tabbing leaves the table when you tab through one empty row. However, the form
designer can also configure the tab order so that tabbing |eaves the table after you tab out of thefirst
column of an empty row.
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Inserting and Removing Rows

Occasionally you may want to insert or remove arow in atable that already contains information.
Informed Filler provides the Insert Row and Remove Row commands specifically for this purpose.
As an example, consider the table of information shown in the following figure.

Part |Qty| Description Price | Amount
A0-003 [ 3 | Gadgets 79.23 237.69
A0-041 [ 2 | Widgets 77110 | 1,542.20
A0-032 [ 1 | Light Bulbs 2.50 2.50
EXETEN| S | Light Sockets 349 17.45
A0-010 [ 2 | Light Switches 7.10 14.20

Suppose that you want to add a new row between items A0-032 and A0-007.

1. Select any cell in the row containing item A0-007.

2. ChooseEdit > Insert Row. Informed Filler will move all rows starting at the one containing the

current cell down by one, then insert a blank row.

Part |Qty| Description Price | Amount
A0-003 | 3 | Gadgets 79.23 237.69
A0-041 | 2 | Widgets 771.10 | 1,542.20
A0-032 | 1 | Light Bulbs 2.50 2.50

|
A0-007 | 5 | Light Sockets 3449 17.45
A0-010 | 2 | Light Switches 7.10 14.20

If thelast row in the table already contains information, Informed Filler won't let you insert a
new row. Instead, you'll see this message:

Q

Informed Filler

The last row of the table is currently filled out. You cannot insert

another row.

Before you can insert arow in afull table, you have to clear the information on the last row.

To use the Remove Row command:

1. Select any cell in the row that you want to remove.

2. ChooseEdit > Remove Row. Informed Filler movestheinformationin all remaining rows up by

one row.
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Expandable Rows in Tables

If the form designer has selected the ‘ Expandable rows’ option for atable, the spacing of individual
rows can expand if you enter more data than the chosen row spacing can display. With this option
selected, al rowsin the table are expandable, but only the rows that contain extra data are affected.
For example, if only one row in atable contains more information than it could normally display,
only that row will expand. The other rows will retain their original spacing.

Qty Description Itern MNo.
1 Boot Polish BP100

Only the row with extra
information expands. All
other rows retain their
original spacing.

Recipe for Disaster

i Cook Book

RD1313 —

2 Fishing Line FL222

If all therowsin atable already contain data, Informed Filler will not allow you to expand any rows
in the table, since that would cause the last row of the table to disappear. If you try to expand arow
when al rowsin the table already contain data, you'll be alerted with a message.

Scrolling Tables

The form designer can include a scroll bar with any table on the form. A table that includes a scroll
bar is called ascrolling table. Informed Filler automatically adds new rows to the scrolling table
when you enter more data than the table can display. You can view all the datain the table by scroll-
ing up and down using the scroll bar.

Part No Description Part No Description
VC-120 Video Cassette NV G-250 Night Vision Glasses You can view all
MP-1000 Microphone BT-40 Black Turtleneck _ the information by
NV G-250 Night Vision Glasses WeC-10 Wire Cutters g using the scroll bar.
BT-40 Black Turtlenedk M-P120 Map ()

Depending on which option the form designer has chosen, the scroll bar on a scrolling table might
bevisible at all times, or only when you select or tab into the table.

When aform that contains scrolling tablesisfilled out and printed, Informed Filler repeats the
printing of the page or pages that contain the scrolling tables, until all the data in those tables has
been printed. For example, if page 2 of atwo page form contains a scrolling table, Informed Filler
will print page 1, then page 2, then page 2 again until all the datain the scrolling table has been
printed. The extra copies of page 2 will only contain the datain the scrolling table; all other fields
will print blank.
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Using Buttons

As an alternate method for invoking commands and actions, the form designer can include buttons
on your form templates. Clicking a button invokes a command or action according to the button’s
configuration.

|
ft Certificates v 6 | 15.00 90.00

TOTAL| $390.00

%7 Don Cherise (10/1/96) v | Clicking this button mails the form by
| Mail J invoking Informed Filler’s Send command.

Approving §-ignat ure

Clicking a button will often perform a command just as though you choose the command from a
menu. For example, the mail button on the form above provides an alternative method for selecting
Informed Filler's Send command. Other buttons might select settings or perform custom actions as
specified by the form designer.

Like menu commands, a button is available only when its associated command or action is permit-
ted. For example, if abutton is configured to reveal the next record in the data document, this button
will be unavailable if the current record is the last record.

Pages of a Form

Each form has awork page and at |east one numbered page. The numbered pages contain the
form’'s actual design. For example, the first and second pages of atwo page form are the numbered
pages. A form can have a maximum of 99 numbered pages, and each page can have up to 99 parts.

The number of pages and the number of parts per page is determined during the design process
using Informed Designer. You cannot change these attributes of aform using Informed Filler.

The Work Page

Every form contains one work page. Like the numbered pages of aform, the work page can contain
graphics, text, and cells. The only difference between the work page and numbered pagesis that the
work page doesn't print when you print aform. For instructions on how to print the work page,
please see “ Printing the Work Page” in Chapter 9.
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There are two common uses of the work page.

A place to put instructions or information that’s useful while filling out aform. For example,
suppose there are special instructions for distributing aform after it has been filled out. You
might find these instructions on the work page.

A placeto put cellsthat should not print with the rest of the form. You may need to enter or cal-
culate cells that don’t appear on the form (but are required by other calculated cells). For exam-
ple, you might find the employee wage rates for a check form on the work page.

When you fill out aform, thework page functions like anumbered page. You can Tab to cellson the
work page and change their values. When you print the form, the work page doesn’t print.

Changing Pages

On multi-page forms, Informed Filler automatically changes pages when you tab from acell on one
page to acell on adifferent page. You can also use the page Tabs located along the top of the docu-
ment window to change pages manually.

“Work Page Page 1 I Page 2 I Page 3 I Page 4 I Page 5 ] Page & I Page 7 I Page 8 I

To change from one page to ancther:

1. Click the Tab that corresponds to the page you wish to go to. If the form contains so many pages
that all the Tabs cannot be displayed at once, a set of ‘left and right’ arrows will appear at the
top right corner of the document window. Click the arrows to move forward or backward
between the excess pages.

Intelligent Features

Informed’s data intelligence features make it easy to fill out forms quickly and accurately. With
Informed Filler, forms can automatically format, calculate, look up, and verify data. The following
figure shows a completed form with various intelligent features identified.
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ABC Company Sold To Ship To

Mr. Smith Mr. Smith
12345 - 123 St 8273 Long Way 27364 short Way
New York, NY San Francisco, CA || San Francisco, CA

. . 15243 27363 82734
Auto-mcrementmg Invoice # [ 552

numbers | [ Date | Terms | PONo. | ShipBy | . i
[ 9n14/% | Casn_| | _ws ]| — Offer a list of choices
Default to Qty Part | Description | Price | Ext.
y 2| 872] Gadgets 79.23 15846
today’s date 12| 231| Widgefs | 771.10] 9,253.20
Lookup in
another form Calculate cells

or data source

INVOICE M

Asexplained in “Informed Documents’ (see Chapter 2), the template of aform consists of both the
graphical appearance of the form aswell asitsintelligent features. The form designer sets up the
intelligence of atemplate using Informed Designer.

Calculations

Informed Filler automatically fillsin calculated cells. A calculated cell isacell that obtainsits
value based on other cells on your form. A cell’s calculation formula is evaluated whenever the
value of any cell that participatesin the formula changes. For example, suppose that a cell called
‘Extension’ is calculated as  Quantity * Price” Whenever you type a different value in either of the
‘Quantity’ or ‘Price’ cdls, Informed Filler automatically calculates and displays the new value of
‘Extension.

Asexplained in “Display Only Cells’ earlier in this chapter, the form designer can prevent you
from changing the value of any cell—including a calculated cell—by making the cell display only.
If acalculated cell isnot display only, you can changeits value like any other cell. For example, if
you have an invoice with a calculated cell called ‘ Discount,” on occasion you might want to give a
customer more than the calculated discount. If the cell is non-display only, you can manually over-
ride the calculated value by typing a different value.

To change the cell back to its calculated value:
1. Select the cell on the form or the column on the Record List.

2. Choose cell > Set Dalue. The Set Value dialog appears.
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Set Dalue

For the current record, set the value of
“Total™ to:

O This value:

(®) Its calculated value

3. Click the ‘Its calculated value' radio button, then click ‘OK.’

Data Verification

Note

The form designer can enter error checking rules for any cell so that Informed Filler will automati-
cally check for mistakes as you fill out aform. Each time you enter a cell value, Informed Filler
checks the value according to the cell’s check formula. A check formulais aformulathat examines
acell value to determine if an error has been made. For example, a check formula might check to
ensure that a cell’s value is within a particular range.

Some check formulas detect errors, whereas others warn you of specific conditions. In any case,
you'll hear abeep when you try to select adifferent cell or accept the record. Some check formulas
will even present an aert dialog box with a message. Others will add a message to the cell’s help
dialog (see “Help Messages for Cells"). The following figure shows an alert dialog box.

0 The shipping charge must be between 2 and 10 dollars.

Once an error has been reported, Informed Filler will allow you to move to a different cell even
without first correcting the mistake. However, depending on how the designer has configured the
form you might not be able to save, mail, print or submit arecord until all errors have been cor-
rected. Again, depending on how the form was configured, cells with missing or invalid data might
appear filled in with color to indicate that there is a problem.

If you're unaware of how to correct an error, you can always revert or remove the record. For
more information, see Chapter 8, “Manipulating Records.”

Whenever an alert dialog box appears, Informed Filler will automatically add the message to the
cell’s help dialog box. This allows you to later view the alert message by selecting the cell then
choosing Cell > Help.... See “Help Messages for Cells’ later in this chapter for more information.
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Choice Lists

Often acell will take on avariety of common values. For example, the shipping method on an order
form might always be Mail, UPS, or Federal Express. The form designer can enter alist of choices
for any cell. Instead of typing a cell value, you can simply select a choice.

Depending on how the form designer has configured a cell’s choice list, the choices are displayed
either in apalette or in adrop-down list.

DHL
FedEx
TurboMail
UPS

Choices for ‘Ship Method’
displayed in a palette

Stip Method

Choices for ‘Ship Method’
displayed in a drop-down list

TurboMail

If the choices for acell are configured to display in a drop-down list, you'll see an arrow on the
right side of the cell’stitle section, indicating the presence of achoicelist.

Ship Method

w|—— Choice list indicator

To display the choicelit, click the arrow and hold the mouse button down.

Depending on how the form designer has set up the form, choices in a palette will display automat-
ically when you tab into the cell, or you may have to choose View > Show Chaeices. |f you show the
palette by choosing the Show Choices command, the palette will remain visible until you close it
manually by choosing Hide Choices or by clicking the palette's close box. If the palette is set to
display automatically, Informed Filler will also hide the palette for you automatically when you
select adifferent cell or accept the record.

The form designer can add descriptive text to acell’slist of choices that won’t appear in the cell
once achoice is made. For example, if you select the choice ‘ TurboMail (0003), only thetext in
parenthesis, in this example ‘0003, will appear in the cell.

DHL (0001)
FedEx (0002)
Turbohail (0003)
UPS (0004)




Filling Out Forms : 3-21

Selecting a Choice

Depending on whether achoicelist isdisplayed in adrop-down list or in apalette, you use different
methods to select a choice.

To make a selection from a drop-down list:

1. Clickthearrow indicator onthecell’stitle section and drag the mouse until the choiceyouwant is
highlighted.

2. Release the mouse button, your choice appears in the cell.

When choices are displayed in a palette, you can select a choice by double-clicking it in thelist or
by using the Up and Down arrow keys.

Another convenient way to select a choice from either a choices palette or adrop-down list isto
type the first few characters of the value. Asyou type characters, Informed Filler selects the choice
that most closely matches the typed value. For example, suppose that the sales person cell on asales
dip has the choices listed in the following table.

Sales Person Choices

Sales Person Choices

Brown, Tom
Dawson, Greg
Dickens, Sharon
Johnson, Cindy
Murphy, Karen
Smith, John
Young, Kevin

Typing the letter ‘D’ would select ‘ Dawson, Greg,’ thefirst choice that startswith that letter. Typing
‘Da’ would also select ‘ Dawson, Greg." However, typing ‘ Di’ would select ‘ Dickens, Sharon’
instead. In each case, Informed Filler copies the entry into the cell as the selection is made.

The only exception to thisis when you type thefirst characters of choices that have descriptive text
added to them. For example, if you have TurboMail (0003) as one of the choices, typing the letter
‘T’ selects the choice in the list but doesn’t automatically display the value (0003) until you tab out
of the cell.

Once you've selected the correct choice, press Tab to accept the selected choice and move to the
next cell. If you press Tab without selecting a choice, Informed Filler leaves the cell blank and
moves to the next cell.
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Editing a Cell’s Choices

Although you cannot edit or remove the original choicesin achoicelist, you may add extraitemsto
acdl’schoice list, provided that the form designer allows that action.

To add more choices to a choice list:

1. ChooseCell > Extra Choices to display the Edit Choices dialog box.

Extra Choices =S=e—

ity

Delete

2. Toadd anew choice, type the entry in the text box below the scrolling list and click ‘Add.” The
new choice is added to the list in sorted order. Although there’s no practical limit to the number
of choices acell can have, we recommend that you enter no more than 40 or 50.

3. To change or remove an extra choice, first select the choice by clicking it in the scrolling list; the
selected choice appears in the text box. To remove the selected choice, click ‘Delete’ To
change the selected choice, type the new value then click ‘ Change’

4. After you've entered all choicesfor the selected cell, click *OK’ to dismiss the Edit Choices dia-
log box. The next time you tab into that cell, the choicelist will show your extra choices aswell
asthe original choices.

Note When you add extra choices, they are only available for the cell that you added them in. In other
words, the extra choices will not appear in other cells, even if they use the same choicelist.

Help Messages for Cells

Each cell on aform can display a custom help message created by the form designer. The help mes-
sage contains useful information or special instructions on filling in the cell.

Help Messages on Windows

On Windows, help messages are displayed in the status bar at the bottom of the Informed Filler
window, on the Help palette and in tip windows.



Filling Out Forms @ 3-23

To display the help message for a cell on Windows:

1. Select the cell. Any help message for that cell will appear automatically in the status bar at the
bottom of the Informed Filler window.

4Recards ¢ 2 4of4 l
[? IEnter if a credit card was used to pay for this expense.

To view ahelp message in atip window:

1. Hover the cursor over acell until the message appears.

mouse hovers
here

e

U
O'Ce:-lti’l Travel | Lodgrg | Meals Other Tatal
R

lEnler if a credit card was used to pay for this expense,|
I I I T T

To display help messages on the Help palette:

1. Click the‘? icon at the bottom left corner of the Informed Filler window or...
2. ChooseUiew > Show Help or...

3. Usethe Ctrl-? key combination. The Help pal ette appears.

Enter your name here. _:_j

|

Help Messages on Macintosh

On Macintosh, help messages can be shown on the Help palette or in Help balloons.

To show help messages on the Help palette:
1. Sdlectthecell.
2. Choose Cell > Help or press the Cmd-? key combination. The Help pal ette appears.
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Service Starts must match date when -
IEP was signed or when related service
was added.

NE

To display the Balloon help:

1. Choose Help > Show Balloons and point at the cell of interest. A balloon appears showing the
cell’s help message:

gm; Invoice

( Date Y Terms i POF Y\ ShipMehod

L Oct 8, 1996 l Net 30 042586 Turbetail
Enter the terms here.

Part Qty Descriptior] Valid terms are: Due Exdension
upon receipt, Net 30, Net
60, and complimentary.
\

To turn off the Balloon help, choose Help > Hide Balloons.

Check Formulas and the Help Dialog

Asdiscussed in “Data Verification,” a cell’s check formula can append a message to the help mes-
sage. You might, therefore, see a different message on the help dialog depending on the value of the
current cell.

When a check formula uses an aert or help message, the message is added to the cell’s custom help
message. The check formula message is separated from the cell’s help message by a dashed line on
the Help dialog.

The shipping charge must be
between 2 and 10 dollars.

Enter the shipping amount in this cell.

NE

The check formula message will remain part of the help message until you change the cell’s value.
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Lookups

The form designer can configure formsto look up information so that you don’t have to. Entering a
part number on an invoice form, for example, could look up related inventory information in
another data document or database and fill it in on the form. Lookups reduce the amount of typing
necessary to fill out aform and improve the accuracy of the information entered.

A Cwoery | [Go To S0 To Value in lookup cell

V- 1 is searched for.

New 7ot Ny

1205 > i
Pt | ot Cescastan Pree ra -

Related information is
INVOICE | filled in on the form.

The cell in which you enter information that's looked up is called the lookup cell. In the figure
above, the part number cell is the lookup cell.

Informed Filler can look up information in other form data documents and in other information sys-
tems. An information system can range anywhere from a small database running locally on your
compuiter, to a high capacity, high performance SQL database running on a mainframe. The place
where Informed Filler looks up information is called the lookup source. L ookups are configured by
the form designer.

Informed Designer and Informed Filler include built-in support for looking up into form data docu-
ments, or information available through Macintosh applications that support Apple events or
AppleScript. Other types of lookup sources are accessed using Informed data access plug-ins. Data
access plug-ins must be installed in your plug-ins folder.

A lookup is performed whenever you enter avalue in alookup cell and press Tab to leave the cell.
You might be prompted to enter some information, such as your name and a password, when the
lookup is performed. This depends on the particular lookup source and how the connection is con-
figured. The form designer can include the necessary connection information in the form template
itself or leave it blank.

For example, if the form designer did not include a user ID and password in the form template, you
might see a connection dialog when the lookup is triggered.
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Database Login For “Oracle”

User ID [ gwhittaker |

Password |oooooooo I

The exact appearance of the connection dialog varies depending on the type of lookup source.

When alookup is performed, the value that you type in the lookup cell is searched for in the lookup
source. If asingle match isfound, the related information is returned and entered automatically on
the form. If the search fails, you'll see a message indicating so. If multiple matches are found, you
might see adialog box requesting that you select a single match.

- Multiple matches were found.
Please select the correct entry.
1D F IRST_NAME LAST_NAME
1012 Tim Smi th
1013 Glenn Smi th
1014 Don Smith
1015 Nigel Smi th
1016 Guy Smith
1020 Cynthia Smi th
1022 Ken Smith
1024 Marc Smi th
1025 Scott Smith
1027 John Smi th
1030 John Smith
1031 Donna Smi th
1035 Kevan Smi th
1036 Wayne Smi th
1042 Dave Smi th
1043 Brent Smi th
1045 Kent Smi th
o

If this happens, select the desired match then click ‘OK.’

Lookup Errors

When you trigger alookup, it is necessary that the lookup source be available to perform the
lookup. If Informed Filler is unableto find or connect to the lookup source, you'll see an error mes-
sage indicating so.

Depending on the type of lookup source, the specific error message and the options available will
vary. For some lookup sources, the error is described and the lookup is canceled. For others, options
include skipping the lookup and looking for the lookup source.
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The cell “ Part * is configured to lookup into “Inventory *, a data
@ document that cannot be found. Would you Tike to look for it, skip,

or disable the lookup.

( pisable | [ skip |

Clicking ‘Look’ allowsyou to try and |ocate the lookup source. For example, if thelookup sourceis
aform data document and Informed Filler cannot find the document, clicking ‘Look’ on thisdialog
box allows you to browse any available volumes to locate the document. Clicking ‘ Skip’ ignores
the lookup that time only. This means that the error message will appear the next timethe lookup is
attempted. The ‘ Disable’ option ignores the lookup until the data document is closed and later
opened again. For some lookup sources, the ' Look’ option is not available. Instead, you'll see a but-
ton labeled ‘ Retry.” Clicking ‘ Retry’ attempts to perform the lookup again.

Form Numbers

Forms such as invoices and purchase orders often contain unique numbers for identification pur-
poses. Each time you fill out aform, you enter anew form number. The form designer can config-
ure acell that contains the form number to be an auto-incrementing cell

Form numbers can be obtained from a variety of sources. For instance, the next available number
might be stored in the form template itself, or it can be obtained from another application or data
source. Data sources are accessed using Informed’s data access plug-ins.

If the auto-incrementing cell obtains its number from another data source, you might be prompted
for some information such as a name and password when the form number is requested. This
depends on the particular form number source and how the connection is configured. The form
designer can include the necessary connection information in the form template or leave it blank.

For example, if the form designer did not include a user ID and password in the form template, you
might see a connection dialog when the auto-increment is triggered.

Database Login For “Oracle”

User 1D | gwhittaker |

Password | ssscssee |

The exact appearance of the connection dialog varies depending on the type of form number
source.
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In cases where the source of your form numbersis unavailable, you can use the Assign Next Value
command to obtain values at alater time. For example, suppose you're waiting at an airport while
on abusinesstrip and you want to fill out an expense form that getsits number from an Oracle data-
base back at your office. You can fill out the entire form except for the form number. Then, when
you return to your office, you can connect to your network and choose Cell > Assign Next Dalue.
Informed Filler obtains the next available value from the Oracle database, and fillsin the cell on
your form.

The Assign Next Value command is also used for cells that are configured to auto-increment manu-
ally when you request avalue. To manually obtain the next available value for acell, first select the
cell, then choose Cell > Assign Next Dalue.

You can manually assign values to multiple records on the Record List. With the collected records
displayed in the Record List window, select the column that contains the cells that require values
and choose Cell > Assign Next Dalue. Informed Filler obtains the next available values and assigns
them to the selected cells. For information on how to find a collection of records and how to use the
Record List, see Chapter 8, “Manipulating Records.”

Form Number Errors

When aform number isrequested, it is necessary that the source of the form number be available to
generate the next available value. If Informed Filler is unable to find or connect to the form number
source, you'll see an error message indicating so.

Depending on the type of form number source, the specific error message and the options available
will vary. For some form number sources, the error is described and the auto-increment is cancel ed.
For others, options include skipping the auto-increment and looking for the form number source.

The cell “Invoice Number * is configured to get the next value from

“Informed Number Server™ *, an application on “ Accounting
Server ” which cannot be found. Would you like to look for it, skip
the auto-increment, or disable the auto-increment?

[ Disable ) [ skip |

Clicking ‘Look’ allows you to try and locate the form number source. For example, if the form
number source is another application and Informed Filler cannot find the application, clicking
‘Look’ on this dialog box allows you to browse any available volumes to locate the application.
Clicking * Skip’ ignores the auto-increment that time only. This means that the error message will
appear the next time aform number is requested. The ‘ Disable’ option ignores the auto-increment
until the data document is closed and later opened again. For some form number sources, the
‘Look’ option is not available. Instead, you'll see a button labeled ‘ Retry.” Clicking ‘ Retry’
attempts to perform the auto-increment again.
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Using Digital Signatures

Approval is often a necessary step in the processing of aform. Today, technology allows usto sign
forms electronically with digital signatures. Signing electronically reduces the need to print forms
and, in some ways, offers more security than paper signatures.

A digital signatureislike aspecial number that’s derived from information about the person signing
and the data being signed. This number can reliably identify the signer and detect any changesin
the signed data. The form designer configures aform for signing by drawing one or more signature
cells on the form template. Each signature cell can sign the entire form or only certain parts of the
form. With a properly configured form, you can easily sign completed forms and check the validity
of signatures and templates.

Informed supports digital signatures through the use of signing plug-ins. Regardless of which sign-
ing service you use, the process for signing forms, verifying signatures and verifying templatesis
essentially the same. Please see “ Signing Plug-ins’ at the end of this chapter for details about the
different signing services supported by Informed.

Signature Cells

A signature cell isacell that can store adigital signature. The form designer configures aform tem-
plate for electronic signing by drawing one or more signature cells on the form. A signature cell can
look just like the space for a signature on any paper form.

Date signed Signature

Likeany cell, asignature cell has atab position. The tab position determines where the cell appears
in the tabbing order. You can select a signature cell like any other cell: by tabbing to the cell, or by
clicking the cell with the mouse. When selected, a bold frame flashesin the cell’s interior.

NEEEEE M | B

TOTAL

|' T ——

Requestors ﬁgmﬂure Approving §nnal ure

1Record | £ 1ofi [ <]
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Each form can have more than one signature cell, and each signature cell can sign different infor-
mation. For example, aform that has two sections which are often filled out by two different people
could have two signature cells. Each cell would sign only those cellsin its respective section. You
could even have athird signature cell which signs the entire form including the other signatures.

<l
l
il I
l‘ |
)

X = N
I S—
Form with 1st signature cell  2nd signature cell  3rd signature cell
three signatures signs 1st section  signs 2nd section signs all cells

In addition to signing cells, the form designer can configure a signature cell to also sign any attach-
ments. For information on attachments, see Chapter 5, “Attachments.”

To see which cells on aform are signed by a particular signature cell:
1. Selectthecell.

2. Choose Edit > Signatures > Show Signed Cells.Thisfeature is useful if you are about to sign a
form and want to see which cells you are signing, or if you are viewing aform that's already
been signed and want to see which cells have been signed by the existing signature.

With the Show Signed Cells option selected, Informed Filler draws ared frame around each
signed cell when you select the signature cell. Only those cells which are signed (or will be

signed) by the selected signature cell are revealed. To turn the Show Signed Cells option off,
choose Show Signed Cells again.
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Informed Filler also allows you to see whether or not any attachments are signed by a particular
signature cell. If the selected signature cell does not contain an actual signature and the cell is con-
figured to sign attachments, you'll see ared frame around both the Attachments window and the
paperclip indicator. Thisisto indicate that if you sign the record in that signature cell, all of the cur-
rently attached fileswill be signed aswell. If the selected signature cell does contain a signature
and the cell is configured to sign attachments, you' |l see ared frame around only those attached
filesthat were present when the record was signed.

Once arecord has been signed with a signature that signs attachments, you can add other attach-
ments without compromising the digital signature. Informed Filler knows which attachments a sig-
nature has signed. Once an attachment has been signed, you cannot delete it without first removing
the signature.

Security Preferences

Informed allows you to specify various security preferences such as which signature service you
wish to use and whether or not to display template authorization information when you verify data.

To set your security preferences:

1. ChooseEdit > Preferences and click the ‘ Security’ icon in the scrolling list. The Security Pref-
erences panel appears.

& Preferences “ ll

| Security Preferences

- =
' — Digital Signatures
General
Signature Service: [Usar's choice 3

™ Display template authorization when verifying data
Printing
[~ Automatically verify signatures on current record

O
(7 Log off services after minutes of inactivity

Security

— Data Document Password

Revisions Set Password... |

0K I Cancel

2. Select your preferred signature service from the ‘ Signature Service’ drop-down list. If you don't

specify aservice, you'll be asked to select one each time you sign aform.

3. If you want to display template authorization information when you verify data, click the ‘ Dis-

play template authorization...” checkbox. (See the following section for details.)

4. 1f youwant Informed Filler to automate the verification processfor you click the ‘Automatically
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verify signatures...” checkbox. Rather than verifying each signature manually, Informed Filler
will automatically verify all digital signatures on the form each time you display a different
record in the form window.

For some signing services, once you've identified yourself, or logged on, the first time after
launching Informed Filler, you'll remain logged on until you quit Informed Filler. For security
reasons, you can specify an automatic log off time by entering avalue in the ‘Log off service
after’ text box.

Click ‘OK’ to save your preferences.

Signing Forms and Verifying Digital Signatures

You can sign forms that contain signature cells using Informed Filler's Sign command. You can
sign onerecord at atime, or you can sign multiple records using the Record List window (see
“Working with Multiple Records”).

Tosignaform:;

1
2.

3.

Select the signature cell.

Choose Edit > Signatures > Sign. As a shortcut, you can also double-click an empty signature
cell or press Enter (Windows) or Return (Macintosh) to choose the Sign command. If you have
more than one signing plug-in installed and the form designer has not configured the signature
cell to use a particular service, you'll be first asked to select the service you want to use.

=——— Signform =——

Sign using: I Entrust™ VI

Select the service you want to use from the * Sign using’ drop-down list, then click ‘OK." If you
are not already logged onto the signing service, Informed Filler will request that you identify
yourself. The dialog box you seeis specific to the signing service used.
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Note

After you'veidentified yourself, Informed Filler creates the digital signature and storesit in the sig-
nature cell. The signature icon and your name appear in the cell. Depending on how the form
designer configured the cell, you might also see the signing date next to the signer’s name.

3 }
[ [
) Not e god ) Paco

R Mo P (w1 904) |

Loan OMenr's Signohee

You should not trust the validity of the name and date displayed in asignature cell. Only by ver-
ifying the signature can you be sure of the date and the signer’s identity. The signing date may
or may not be available depending on the signing service you're using.

Once you've signed aform, Informed Filler automatically locks all signed cellsto prevent changes
to the signed information. Although you can select asigned cell, you cannot change its value. The
pencil in the collection information box provides avisual indication that the cell islocked.

Verifying a Signature

After signing aform, anyone with the same signature service installed on their computer can verify
the digital signature.

To verify asignature:
1. Select the signature cell.

2. ChooseEdit > Signatures > Uerify.

The verification process involves re-creating parts of the digital signature using current data, then
comparing the results with the original signature. If they match, the signature is valid. This means
that the person identified on the verification dialog is truly the person who signed the form, and the
signed data has not changed in any way.

If verification of adigital signaturefails, you'll see amessage dialog indicating so. Verification will
fail if the originally signed data or the digital signature itself has been changed or tampered with.

Like signing, you might be asked to identify yourself when you choose the Verify command.
Depending on your setting of the ‘ Display template authorization when verifying data’ preference,
you' |l see either a dialog with additional options, or only the results of verifying the data signature.
With the preference turned on, if the digital signature verifies successfully, Informed Filler will dis-
play the following dialog.
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Verify Signature

The data signature is valid. The data has not been altered
since it was signed. Click here to view the identity of the

signer.

[ 1dentify Data Signer |

o  Click here to verify the integrity of the template you are
I]:D currently using and identify who authorized it.

[ verify Template |

Using the controls on the Verify Signature dialog box, you can identify the person who signed the
data, you can verify the template you are currently using, and you can display information about the
template that was used when the data was originally signed.

To see the name of the person who signed the data:

1. Click the ‘Identify Data Signer’ button. Informed Filler displays the person’s name in adialog.

g Sigaed by Lorry Codang

Ceeting by cnlligrid Corparaline
IELM 088 51

)

If you click the *Verify Template’ button, Informed Filler verifies your current template and dis-
plays the name of the person who authorized it. You can also verify your template by choosing Edit
> Signatures > Uerify Template. See “Verifying Templates’ later in this chapter for details.

When a completed form is signed with Informed Filler, information about the version of the tem-
plate being used and the person who authorized it is included with the signature. To view thisinfor-
mation, click the ‘More Info...” button. The Template Authorization dialog box appears.
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Template Authorization

00| The template that you are currently using might be different
from the one that was used when the data was originally signed.
The template ID and revision number of your template are:

Current template ID: 1367850275
Rewision number: 1

The template ID and revision number of the template used when
the data was originally signed are:

Original template ID: 1367850275
Revision number: 1

Click here to identify who authorized the template used when
the data was signed.

[ 1dentify Original Authorizer |

The Template Authorization dialog box allows you to compare both the template ID and the revi-
sion number of the template you are currently using with those of the template that was used when
the data was originally signed (which may be different). You can see the name of the person who
authorized the template that was used when the completed form was signed by clicking the ‘1den-
tify Original Authorizer’ button.

Having access to the names of the people who authorized both templatesis helpful if thereis any
discrepancy between the two templates. Using thisinformation, you can quickly tell if either one of
the templates was authorized by a person without proper authority.

If the * Display template authorization when verifying data preference is turned off, only the iden-
tity of the data signature (the dialog box that appears when you click ‘Identify Data Signer’ on the
Verify Signature dialog box) is displayed when you verify a signature.

For information about verifying multiple digital signatures at the same time, please see “Working
with Multiple Records’ later in this chapter.

The Signature Icon

The signature icon is astandard icon that applications use to indicate the presence of adigital signa-
ture. With Informed Filler, the name of the signer, and optionally, the date that the form was signed,
appears to the right of the signature icon.

The state of adigital signature can be determined only by verifying the signature. For most signing
services, the signature icon isavisual indicator of the signature's validity.
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When you view asigned record, the signature icon will contain a question mark. This indicates that
the validity of the signature is unknown. If the signature is successfully verified, you'll see a check-
mark inside the signatureicon. An invalid signature will display an “x” in the signature icon.

| Earl Flynn (9/20/96) I
Requestor's §gnature

6Records |4 @ 6of6 E

Each time you view asigned record, the signature icon contains a question mark (even if you've
recently verified the signature). For example, if you verify the signature on record number 6 in
your data document, the signature icon displays a checkmark. If you move to another record in
the data document and then return to record 6, the signature icon will again contain a question

mark. Thisis because, while difficult, it's possible that the data could be tampered with between
the time the signature was verified and the time you viewed the record again.

In order to sign forms and verify digital signatures, you must have the signing service and the
appropriate Informed signing plug-in installed on your computer. If either of these are missing, you
can till open forms that contain signature cells. However, rather than seeing the standard signing
service-specific signature icon, a generic signature icon will appear instead.

Automatic Verification

Rather than manually verifying each digital signature as you find or browse through different
records, Informed Filler can automate the verification process for you. With the ‘ Verify signatures
on current record’ preference selected, Informed Filler will automatically verify al digital signa-
tures on the form each time you display a different record in the form window. See “ Security Pref-
erences’ earlier in this chapter for information about setting this preference.

If Informed Filler detects an invalid signature during automatic verification, a message will appear
indicating so.

f At least one signature on the current record is invalid.

Since verifying adigital signature can take several seconds or more, you might want to use the
auto-verification preference only if the computer you're using is fast enough.
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Working with Multiple Records

To work with more than one record, Informed Filler provides the Record List window. The Record
List window displaysrecordsin alist, making it easy to see the information of multiple records at a
glance. The Record List window also makesit easy to sign multiple records or verify multiple digi-
tal signatures at the same time.

Like any cell, asignature cell can appear as a column on the Record List. For each record dis-
played, the name of the person who signed the record is shown in the signature cell’s column.

[EI== Purchase Req Data - Record List =0

Recipient B Line Total Approving Signature
B ‘warren Peace 525.00 Justin Tyme 4
“Will DeBeest 555.00 Hiram Firem =
Mary Ann Hancock 325.00 Hiram Firem _
Sharon Robertson 298.00 | Justin Tyme iHiH
Marty Gras 100.00  Hiram Firer hid
S Records [ 0 Selected [@fun]: e

If you need to sign more than one record, rather than signing each one individually, you can sign
them all at once using the Record List.

1. Find the records you want to sign and display them in the Record List.

2. Select the signature cell column, then choose Edit > Signatures > Sign. As always, you'll be
asked to identify yourself in a manner according to the signing service you're using. Informed
Filler will then sign all records in the Record List.

You can verify multiple digital signatures in the same way.

1. With asignature cell column selected on the Record List window, choose Edit > Signatures >
Verify. Informed Filler will verify the digital signaturesfor all signed records on the Record
List. After all signatures have been verified, you'll see a message indicating the results.

28 of the 32 records on the Record List are signed. At least one
signature is invalid. Records with invalid signatures will be
selected on the Record List.

If one or more digital signatures are found to beinvalid, Informed Filler will identify the corre-
sponding records by selecting them on the Record List window. An exclamation mark will
appear to the left of any invalid signatures on the Record List.
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Verifying Templates

Before distributing a template for use with Informed Filler, the form designer can authorize it so
that you can verify its authenticity. Otherwise, the template is vulnerable to tampering. For exam-
ple, suppose aloan application must go through two levels of screening before it can be approved.
A loans officer interviews the client and then selects a“* Not recommended’ checkbox on the appli-
cationform and signsit with adigital signature. The application then goes to the bank manager who
has the final authority to approve or reject the loan application.

| | | |

L | I

[ Recommended [ Not Recommended

Hiram Firem (9/19/96) |

Louan Officer's Signature

SRecords @ # SofS &l

If a person wanted that [oan to be approved, he could alter the form template used by the bank man-
ager so that the application appears to have been recommended by the loans officer. To do so, he
would simply use Informed Designer to change the title of the ‘Not recommended’ checkbox field
to ‘ Recommended,’” and the ‘ Recommended'’ title to ‘ Not recommended.” When the bank manager
views the data with the altered template, it might look like this:

— -

[ NotRecommended [ Recommended

Hiram Firem {9/19/96) |

Loan Officer's Signature

SRecords |90 §  SofS lal

Verifying the loans officer’s signature would show that the data on the form has not been altered
because the value of the checkbox has not changed. However, by switching the cell titles on the
form template, the meaning or context of those values is different. The bank manager would be

misled to believe that approval of the loan application was recommended.

In the example above, the tampering is fairly obvious and is used to illustrate the point. In real
world situations, tampering could be much more subtle while causing serious security breaches.
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The form designer can raise the level of security in the electronic forms process by using digital
signatures to authorize the form templates used in an organization. Authorizing templates provides
the same authentication and tamper detection for form templates as signing completed forms with
Informed Filler does for form data.

When aform template has been authorized, you can verify it to make sure that it's valid before you
fill out your form. Verifying atemplate reveals the details of the person who authorized it for use. If
you verify atemplate and see that it was authorized by a person without proper authority, it may be
an indication that the template is not authentic, and should not be used.

To verify the form template associated with the current data document:
1. ChooseEdit > Signatures > Verify Template. If you are not already logged onto your signing

service, you may be asked to do so. Informed Filler verifies the template and displays the name
of the person who authorized it.

* Signes by Larmyg Cabong
d

~

Cortiliog Dy  (n=liord Caeparation
IELsoMsn

3

If the signature fails to verify, you'll see a different message indicating that the template, or the
authorization signature itself, has been atered.

When you sign a completed form with Informed Filler, information about the version of the tem-
plate you are using and the person who authorized it isincluded with the signature that results from
signing the completed form. This information can be displayed later when verifying the signature
on the completed form. See “ Signing Forms and Verifying Digital Signatures.”

Logging Off Your Signing Service

For some signing services, once you've identified yourself, or logged on, you'll remain logged on
until you quit Informed Filler. Thisallows you to sign forms and verify signatures without having to
identify yourself each time. Care should be taken to never leave your computer unattended once
you've logged on to your signing service. Otherwise a different person could use your computer to
falsely sign forms using your identity.

To disconnect, or log off, from your signing service:

1. , choosethe Lag 0ff Service command from Informed Filler's Edit menu.
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Signing Plug-ins

Informed supports digital signature technology through the use of Informed signing plug-ins. At the
time this documentation was prepared, Informed provided the following signing plug-ins:

[-Sign™ (POP)

I-Sign™ (IMAP)

Entrust

CryptoAPI (Windows only)

See the following sections for details about each signing plug-in.

I-Sign (POP) and I-Sign (IMAP)

I-Sign™ is Informed’s proprietary, built-in signing service that lets you create and verify digital
signatures based on a user ID and password. |-Sign is available in two versions: I-Sign(POP) and
I-Sign(IMAP).

Most signing services require additional software and have fairly complex administration proce-
dures. I-Signisincluded free of charge with Informed, and isincredibly easy to set up and use. All
you require is the [-Sign(POP) plug-in and a POP (Post Office Protocol) based mail system or the
I-Sign(IMAP) plug-in and an IMAP (Internet Message Access Protocol) based mail system.

[-Sign uses your POP or IMAP based e-mail system as a meansto verify aperson’sidentity. If the
user can log on to the mail system with the proper user name and password, then the user must be
who he or she clamsto be.

Configuring I-Sign

Before you can use |I-Sign to sign aform, you must set up your I-Sign plug-in by specifying the
address of your POP or IMAP host and your user ID. The following instructions apply to both the -
Sign(POP) and I-Sign(IMAP) plug-ins.

1. ChooseEdit > Preferences to display the Preferences dialog.

2. Click thel-Sign (POP) or I-Sign (IMAP) icon in the scrolling list and click the * Set Preferences
button. The I-Sign Setup dialog appears.
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L2 1-Sign
4 |-Sign (POP) Setup
User ID: IIUS& worldcorp.com I
POP Host: Imail,worldcmp.com I
0K | Cancel |

3. Enter your user ID and host name in the text boxes, then click ‘OK.!’

Note If you do not specify your POP or IMAP host and user ID using the Preferences command,
Informed Filler will display the I-Sign Preferences panel and request the information the first
time you attempt to sign aform.

Signing Forms with I-Sign
To sign aform with I-Sign:

1. ChooseEdit > Signatures > Sign. The Logon dialog appears, requesting that you log on to your
mail system by entering a password.

L2 1-Sign

4 |-Sign (POP) Logon

User ID: Iruss‘ worldcorp.com I

Password: I xxxxxxxxxxxx I

Setup... | 0K | Cancel I

2. Enter your password, then click ‘OK.’

If you've logged onto your mail system successfully, 1-Sign authorizes the form.

Once you've logged on and signed aform, Informed Filler remembers your password until you quit
the application. That way, if you choose to sign aform again, you can do so without having to enter
your password. With that in mind, you should always log off your serviceif you're going to leave
your computer unattended.
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To log off from I-Sign:

1. ChooseEdit > Signatures > Log Off Service.

Like other signing services, 1-Sign performs a data check to look for possible tampering when you
verify adigital signature.

Entrust

Entrust by Nortel isa scalable security product that can offer different strengths of security and dif-
ferent infrastructures for key management. In order for the Informed Entrust signing plug-in to
work, you must have a properly configured version of the Entrust client software installed on your
computer. You must also have an Entrust profile—a unique personal identity for signing purposes.

When you sign aform, you are asked to log on to Entrust by typing your Entrust password.

Entrust Lag On
r [Fiad Pradie...
. | .
EJ-JI.r Ujr Profie Name: JWENAY IPF
le; Fassward:
T
|Chenge Fassward... “Concel j '

In addition to logging on to Entrust, the Log on dialog box also alows you to change your Entrust

password and choose a different Entrust profile.

To change your password:

1. Click the ‘Change Password..." button. A dialog box appears requesting that you enter your old
password and then the new password.

To choose a different Entrust profile:

1. Click the ‘Find Profile...” button. The method of finding a different profile depends on the
method of key management used in your organization. Please contact your security or network
administrator for more information.

After you sign aform or verify adigital signature for the first time, Informed Filler remainslogged
on to Entrust. That way, if you later choose to sign aform again, Informed Filler can do so without
requesting that you log on again. You should be careful to never leave your computer unattended

after you've signed a form. Otherwise someone else might use your signing identity to sign forms.

To log off from Entrust:

1. ChooseEdit > Signatures > Log Off Service.
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CryptoAPI

Informed’'s CryptoAPI plug-in alows you to sign forms and verify signatures and templates using
the CryptoAPI cryptographic standard.

Requirements

Informed Designer and Filler v2.7 or later
Windows 95 (with Cryptographic capabilities installed), Windows 98 or Windows NT

adigital signature certificate issued by a Cryptographic Service Provider that supports the
CryptoAPI standard (e.g. VeriSign). The certificate should be installed into Internet Explorer.

Signing
Tosignaform:

1. Enter the signature cell then either hit the ‘ Enter’ key or double-click on the signature cell.
Depending on the security setting chosen when your signing certificate was created, one of the
following three things will happen:

the signature will take place without verification (low setting)

adialog will appear asking for permission to sign (medium setting, shown bel ow)

adialog will appear asking for a password followed by a dialog asking for permission to sign
(high setting)

3e4605e3-4ff3-11d3-a3ae-00104b674607 [x]

Signing data with your private exchange key!

Security level setto Medium

oK Cancel

2. Inthiscase, click ‘OK’ to complete the signature. Once the signature has been created it is
placed in the signature cell and looks like the one below:

[E2 Gy Setater 3111199)

AUTHORIZED BY
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Signature Verification
To verify asignature:

1. Double-click on an already signed cell. If the signature is valid, the following dialog will
appesr.

Signature Yerification x|
@ Crypta&Pl Signature Yerify

Signed by: Guy Selzler,
1.2.840.113549.1.9.1=gselzler®@shana.com

Details:

0="VerSign, Inc." =
OU=YeriSign Trust Network

OU="www. verisigh.com/repository/RPA Incorp. by

Ref. LIAB.LTD[c)98"

OU=Persona Not Validated

OU=Digital ID Class 1 - Microsoft

CN=Guy Selzler

2. Click ‘OK’ to dismissthe dialog.
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The Attachments Window 5-2
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Attachments

With paper forms, associated documents or information are often attached to aform using a paper
clip. Informed Filler provides this same capability by allowing you to attach electronic documents
to electronic forms. Any file, regardless of its size or content, can be attached to arecord. Although
not visible on the form itself, an attached file becomes part of arecord just like the information in
each of the cells and is stored with the record in the data document. If you mail arecord to another
person, the attached files, if any, areincluded. The recipient can extract the files so that they can be
accessed or viewed using the appropriate application.

This chapter explains how you can attach files to records. The Attachments window is described as

well as the Attach and Extract commands.

The Attachments Window

Attachments window.

Just above the scroll bar along the right edge of the form window is a paper clip with a number
below it. The number indicates the number of files that are attached to the current record. Files that
are attached to arecord are not visible on the form itself. Instead, attached files can be seen in the

=[J= Engineering Change - Attachments =

<afim

To show the Attachments window:
1. Choose View > Show Attachments or click the paper clip indicator on the form window. To
close the Attachments window, choose Diew > Hide Attachments or click its close box.

The Attachments window is like any window; it can be resized and repositioned on the screen the
normal way. Each attached file, along with its size, is listed in the Attachments window.

2 items attached to this record G, Add...
@ Blueprint #2 5K e
@ Building Specs 4K

]
B
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Windows and Macintosh File Types

Since Windows and Macintosh are two different operating systems, it is normal to expect differ-
ences in the way that files are stored with each one. Although these details are not important to the
typical computer user, it is useful to understand certain differences as they relate to Informed
Filler's attachments feature.

The type of afile determines the type of information that is contained in the file. On Windows, a
file'stypeis specified by the three character DOS extension in the file's name. For example a text
file hasthe extension “. TXT.

On Macintosh, afile'stypeis stored separately from its name and is usually reflected in the appear-
ance of itsicon. Each file'stype is represented as a four character code that is maintained by
Meacintosh. This code is normally not visible to the user. A text file on the Macintosh has afile type
of “TEXT”

If you attach afileto arecord on one platform (Windows or Macintosh), and then mail the record to
auser of the other platform (Macintosh or Windows), Informed Filler has to know which file type
to use when thefileis extracted. For example, if aWindows user attaches afile with the “. TXT”
DOS extension to arecord, Informed Filler usesthe “TEXT” type when a Macintosh user extracts
thefile.

Whenever afileisattached or extracted on the Macintosh, Informed Filler looks up thefile'stype or
extension to find the corresponding extension or type. If aWindowsfile is being extracted, thefile's
DOS extension is looked up to find the corresponding Macintosh file type. If aMacintosh fileis
being attached, the corresponding DOS extension islooked up and stored so that it can be used later
if awindows user extractsthefile.

A list including many of the common DOS extensions and Macintosh file types is built into
Informed Filler. In addition to thislist, the Macintosh user can add others using the PC Exchange
control panel.

Theinformation available in PC Exchange is utilized only if entries are found for the text file type
and Informed’s data document type. The table below shows the settings you should use.

DOS Extension Associated Application Macintosh File Type
TIXT SimpleText Text document (TEXT)
AFM Informed Filler™ Form data document (IDoc)

For detailed information about PC Exchange, please see the documentation that came with your
Macintosh computer.
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Attaching Files

To attach files to arecord, you can drag files onto the paper clip or the Attachments window or use
the Attach command.

To attach afile by dragging:

1. Click onthefile'sicon and hold the mouse button down.

2. Drag thefile onto the paper clip or the Attachments window.
3. When a highlighted frame appears, rel ease the mouse button.

To drag and attach multiple files at once, select them all, then drag the them onto the paper clip
or Attachments window.

To use the Attach command:
1. ChooseFile > Attachor...

2. Click the paper clip icon to display the Attachments window, then click ‘Add.” The Attach dia-
log appears.

On Windows, you will see adialog similar to the one below:

21|

Laook in: Itﬁ My Pictures L‘ @ % ER-
?fcellbutt

%choices
"%’commands
%Formats

"Sfpalette

File name:  [Sample Open I
Files of type: |AII Files (*.%) LI Cancel |

3. Select thefile you want then click ‘Open.’ The file appears in the Attachments window.

Note If you hold down the Ctrl or Shift keys you can select multiple files at one time.
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Macintosh users will see adialog similar to the one below.

Documents to attach:
(S samples )
3 Date Modified |=
1 F 90 e d0d LA R-Ta-1-]
Purchase Requisition Data 11/21/96
Quote Comparison Data 11/19/96
Quote Form Data 11719796
Return Authorization Data 11719796 [
) sian In/0ut Data 11719796  |[=
) Statement Data 11/19/96 =
) Time Sheet Data 11/20/96 ¥
[@) cancel | [ Attach !]

1. Select thefile(s) you want, then click ‘Attach.” The number of attachments appears below the
paper clip icon on the form.

Extracting Files

When afileis attached to arecord, the file's content is stored along with the record’s data in the
data document. Before you can access an attached file, you must extract the file. Extracting afile
places a copy of thefile at alocation that you specify on your hard drive.

To extract afile:

1. Select the file in the Attachments window.

2. ChooseFile > Extract. The standard Save dialog for your operating system appears.

Save Attachment As d |

Save in:ICl My Documents -:] & &k B

@My Pictures
1My Webs

File name: Im Save I
Save as type: I _:J Cancel I

3. Enter afile name and select alocation to store the file, then click ‘OK
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Note You can extract multiple files at once by first selecting each of them in the Attachments window
before choosing the Extract command. For each of the selected files, you'll see the Save dialog
allowing you to specify the name and location of each file separately.

For Macintosh users with Mac OS 7.5 or later, you can simply drag an attached file from the

Attachments window to a place on your hard drive. You can select and drag more than one item at
the same time.

Opening Attachments

To open an attachment:
1. Click the paper clip icon to display the Attachments window.

2. Double-click thefileto openit. On Macintosh, you can click and drag one or more attachments
onto the desktop, then double-click each item for individual viewing.

Deleting Attachments

To delete an attachment:
1. Click thefile in the Attachments window.
2. ChooseEdit > Clear or press the Delete key.

If you're running a Macintosh computer with Mac OS 7.5 or later installed, you can also delete
an attachment by selecting it in the Attachments window and dragging it to the Trash.

Attachments and Digital Signatures

A signature cell can sign all cellson aform or only certain cells. Furthermore, the form designer
can configure a signature cell to sign attachments in addition to information in cells. A signature
that signs attachments includes the contents of any attached files with the datain cellsthat are
signed when you sign arecord. That way the integrity of attached files can also be protected.

To see whether or not attachments are signed by a particular signature cell:

1. Select the signature cell.

2. ChooseEdit > Signatures > Show Signed Cells.
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If the selected signature cell is configured to sign attachments but does not contain an actual
signature, you'll see ared frame around the Attachments window. Thisindicatesthat if you sign
the record in that signature cell, all of the currently attached files will be signed as well. If the
selected signature cell does contain a signature and the cell is configured to sign attachments,
you'll see ared frame around only those attached files that were present when the record was
originally signed

Once arecord has been signed with a signature that signs attachments, you can add other
attachments without compromising the digital signature. Informed Filler knows which attach-
ments a signature has signed and prevents you from deleting them.
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Spell Checking

Informed Filler comes with a built-in spell checker and the spell checking plug-in needed to use it.
These items are automatically installed when you install Informed Filler. You can ensure the accu-
racy of the data entered in text and name cells by checking for spelling mistakes on all pages of a
form or only on particular sections. Informed Filler's spell checker will detect misspelled words,
double words, and other questionable occurrences.

Spelling Preferences

By setting Informed Filler's spelling preferences, you can specify certain criteria used when spell
checking is performed on your form. For example, you can choose which language dictionary to
use and select various language options.

To set Informed Filler's spelling preferences:

1. ChooseEdit > Preferences, then click the Spelling icon in the scrolling list. The Preferences
dialog changes to show the Spelling Preferences pand.

Preferences

Spelling Preferences

Language:

E Always provide alternative spellings

[ Language Options ]

| Cancel 0K

2. Click the ‘Language’ drop-down list and make a select the dictionary you would like to use for
spell checking. from the available choices.

French
German
Italian

Spanish
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3. By default, Informed Filler provides aternative spellings for questionable words when you per-
form spell checking. If you don’t want to see alternative spellings, turn off the ‘Always provide
aternative spellings checkbox.

4. You can set various options for each of the dictionaries by clicking the * Language Options' but-
ton. The Language Options dialog box appears. Depending on which language you’'ve chosen,
the dialog box will display different options. The following illustration shows the options avail-
able for the English dictionary.

English Language Options

—Lexicon Supplements — Dialects
Ossience {® US English
[ Legal {2 UK English (ize)
[0 Medical (O UK English (ise)
[J Business

5. Click the appropriate radio buttons or checkboxes, then click ‘OK.’

Note The options you select on the Language Options dialog box do not take effect until you click
the ‘OK’ button on the Spelling Preferences panel.

If you move your Informed folder or change the location of the Spelling folder, Informed Filler will
not be able to find the spelling dictionaries when you attempt to spell check aform. If this happens,
the ‘ Language Options' button on the Preferences dialog box changesto ‘ Set Up Spelling.’ Click
this button to select the * Spelling’ folder in its new location.

Spell Checking Your Forms

Informed Filler allows you to check the spelling of data entered in text and name cells. When a
spell check is performed, Informed Filler checks both words and names. Any questionable words
on your form (that is, words that are not found in the spell checking dictionary you've chosen) are
flagged and displayed on the Check Spelling dialog box. The only exceptions to this are display
only cellsand cells that have been signed with adigital signature. These cells are skipped when
spell checking is performed.
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To check the spelling on your form:

1. ChooseEdit > Spelling > Check... There are three ‘ Check’ commands that you can choose:

Check Current Record - checks the currently active form record
Check Collected Records - checks all recordsin the current collection
Check Selection - checksthe spelling in a selected cell on the form

After choosing one of the submenu items, the Check Spelling dialog box appears.

Check Spelling

Word:
I |

Suggestions: Skip

Check

Cancel

Status: Mo errors were found
Context:

| {0

If no questionable words are found, the text boxes and scrolling list on the dialog remain blank,
and only the ‘Done’ button is available. Click ‘Done’ to return to the record.

If aquestionableword isfound, Informed Filler flagsit and displaysit in the ‘Word' text box. If
the ‘Always provide alternative spellings' preferenceis turned on, Informed Filler will display
alist of possible replacement wordsin the ‘ Suggestions' scrolling list. Below the list of sugges-
tionsis a status line that describes the type of questionable word. The ‘ Context’ box at the bot-
tom of the dialog displays the questionable word in context.

Check Spelling

Word:

tripp |
Suggestions: Skip

trip 4

tripe B
trap

trope
trips

Status: Questionable spelling

Context:
|.4.purpose of tripp... |
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When a questionable word is found, you can replace it with aword from the * Suggestions' scrolling
list, you can skip the word, you can add the word to the dictionary, or you can type a different word
in the *Word’ text box.

To replace a questionable word with one of the alternative spellings:

1. Select the alternative in the * Suggestions’ scrolling list, then click ‘Replace’ or simply double-
click the alternative word in the list. Informed Filler replaces the word and continues checking
the form.

You can skip a questionable word by clicking the * Skip’ button. Clicking * Skip’ passes over the
word during the current spell check. The next time you spell check the form (without changing
the questionable word), Informed Filler will flag and display the word again.

To add aword to the dictionary:

1. Click the ‘Add button. This feature can be very helpful if you have an uncommon name or an
unusual spelling that you enter into a name or text cell. For example, the last name “Brachi” is
not very common and is not recognized in Informed Filler's English dictionary. Normally, the
word “Brachi” would be questioned when you spell check the form. By adding the word to the
dictionary, Informed Filler acceptsit asavalid word.

As mentioned previously, when a questionable word is found, Informed Filler provides alist of
alternative spellingsin the * Suggestions’ scrolling list. If the word you are looking for is not in the
list, you can check the dictionary for other alternatives. For example, if theword “surreal” was mis-
spelled as“ cureal,” the scrolling list might show the following alternatives: cruel, cure-al, and
churl. Since neither of these are the correct word, you can try to find other aternatives by changing
the spelling in the ‘“Word' text box and clicking the * Check’ button. If you change the spelling to
“sureal” and click ‘ Check,’ the * Suggestions’ scrolling list will show the correct spelling of “ sur-
real” asan aternative.

When spell checking is completed, and you've dealt with any questionable words, the Check Spell-
ing dialog changes to show the ‘Done’ button. Click ‘Done' to return to the form window.

It's possible that changing the valuein a cell by spell checking can cause an error based on the
cell’s check formula. If this occurs, Informed Filler will stop the spell checking operation and
return you to the form window. The cell with theinvalid value will be selected and an error message
might be displayed (depending on the cell’s check formula).

If theinvalid value causes an error to occur in another cell on the form (such as a calculated cell),
Informed Filler will alert you when spell checking isfinished or, in the case of checking multiple
records, when moving to the next record.
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Spell Checking From the Record List

Asexplained in Chapter 8, “Manipulating Records,” the Record List window displays recordsin a
list, making it easy to see the information for multiple records at a glance. You can also perform
spell checking on records displayed in the Record List.

E[J=——— Invoices - Record List ="
Invoice No @ Date Sold To
00101 6/29/96 John's Blue Sky Shop 4
00102 6/29/96 Clark Gas Supplies I
00103 7/14/96 Malkin's Bed & Breakfast

0| 00104 7/29/96 Nigel's Books & Beer .
00105 7/29/96 Strudel by Joan <k

S Records 1 Selected |<afim]::: I

To spell check from the Record List:

1. Choose Window > Show Record List to display the Record List.

2. Select one or more records, then choose Edit > Spelling > Check...

3.

With the exception of the Check Selection command, the spell checking commands perform the
same aswhen you spell check from the form window. Choosing Check Current Record checks
the current record (identified by ablack rectangle in the left margin of the Record List window)
and choosing Check Collected Records checksall recordsin the collection.

When you choose the Check Selection command with the Record List displayed, you'll spell
check a selection of records rather than a selection of text.

After you choose one of the spell checking commands, the Check Spelling dialog appears and
Informed Filler begins checking the requested records. If Informed Filler is checking the col-
lected records or a selection of records, you' Il seethe current record indicator moving down the
Record List as each record is checked in succession.

When spell checking is completed the Check Spelling dialog changes to show the ‘ Done’ but-
ton. Click ‘Donge’ to return to the Record List window.
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Annotation

In addition to the information that you enter in each cell on aform, you can aso include annotated
notes or comments using Informed Filler's annotation features. An annotated note is usually a com-
ment of some sort that's intended to bring something important to the reader’s attention. For exam-
ple, you might attach a note to an invoice to instruct the shipper to hold the order until the
customer’s account is paid.

Traditionally, notes have been hand written either directly on the paper form, or on small pieces of
yellow paper—sometimes called ‘ yellow stickies' —and then stuck on the form.

ABC Company Sold To Ship To
12345 - 123 Street
New York, NY

56522
Note:
_— == | sum ” sssss || sssssssssssss ” NNNNN |

Part | Qty | Description Price | Ext
02 2 Widgets

nnnnnnnnnn

INVOICE =]

Informed Filler uses the ‘yellow sticky’ analogy to show annotated notes. You can place and posi-
tion notes on any form. You can enter atextua note, or if you're using a Macintosh computer, you
can record a voice message. A note appears on your screen much like asmall piece of yellow paper
appears attached to a paper form.

E[JI=————— Purchase Req Data

E

W o Corporstion Purchase Requisition

] 1 Awvenue of the Americas 071263

%

0
4
B

(g e | w

D | Gty Ptice

1 Record | 1 of 1

The familiar appearance of a note is intended to make clear the distinction between a note and the
information on the form itself. An annotated note should contain auxiliary information that’s asso-
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ciated with the form to which it’s attached. For example, unlike the order date on a purchase order
form (which appears on every purchase order form), acomment such as ‘ Please get approval from
Jane before submitting this purchase order.’ applies specifically to one particular form only.

The remaining sections of this chapter describe the annotation features of Informed Filler. You'll
learn how to place and position notes, and how to record and playback messages. You'll also learn
how notes are affected when the design of aform is changed by the Informed Designer user. For
information about importing and exporting notes, see Chapter 13, “ Exchanging information.”

Placing, Moving, and Removing Notes

Informed Filler allows you to place and position as many notes as you like.

To place anew note:
1. Find the record that you want to annotate and bring the form window to the front.

2. ChooseEdit > Place Note to display ablank note that is centered in the form window.

-O0————— PurchaseReqData ———— |
Purchase Requisition

e

WI H '.ﬂ World Corporation
1 &wenue of the Americas
; New York, NY 12345 [PR#| os1058

osrosariown

Employee No Recipient Name Mail Stop OrderDate
1055 Lauren Quinn MS 199 Sep 19, 1996
Department to Charge [ ” aﬁ' y Office Number
Internal Security 300
Part# D : Price Tine Total
CIHIE |M|1 |D |l Chemistry Set 79.00 79.00 [H]
E\C\5,9,5, | |BuriefCase v| 1t 120.00 120.00

TOTAL| $199.00

p|

2 Records | g 1of2 P [ e e e e R R R R R i

Each note contains controls for entering, changing, and playing back messages. For instructions on
using these controls, please see “ Typing, Recording, and Playing Back Notes’ later in this chapter.

You can move a note to any position on your form by simply clicking and dragging it with the
mouse. You should always position a note next to the information to which it specifically applies.
For example, if you enter a note as areminder that a customer’s telephone number has changed,
you should position the note next to the new number. Once you've created a note, it will automati-
cally appear whenever you see the record in the form window.
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To remove an existing note:
1. Click onthe note. The note color will turn blue to indicate that it is selected.
2. Choose Edit > Clear or press the Delete (or Backspace) key.

To transfer a note to the Clipboard:
1. Select the note and choose Edit > Cut to remove the note and place it on the Clipboard.

2. After changing pages, choose Edit > Paste to transfer the note from the Clipboard back onto a
different page on the form.

Typing, Recording, and Playing Back Notes

Depending on which operating system you are running Informed Filler, different controls on notes
will be available. Windows supports text notes, so only the control for viewing and editing text
notes will be available. If you're using a Macintosh computer, you can use controls for recording
and playing back voice notes in addition to the text note control.

Windows note Macintosh note

fi#

| Get approval first.
First words of
a text note l<] } g

[ I

I
Text note control Playback control Recording control

Text note control

Textual Messages

Informed Filler displays the first few words of atextual note on the noteitself. If the entire note
doesn’t fit in the space provided, you'll see only the first few words followed by an ellipsis (*...).
To enter, view, or change the text of a note:

1. Click the note's Text control. The Note dialog box appears.

2. Typeanotein the blank window.
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Note

L 1]

0K I Cancel |

A textual note can be aslong asyou like. If you type past the end of aline, or if you pressthe
Enter (Windows) or Return (Macintosh) key, Informed Filler will start anew line for you. If
you enter more lines than the text box can display, you can use the scroll bar to scroll the text up
or down.

3. Click ‘OK’ to add the note to your form.

Voice messages

If you're using a Macintosh computer, you can also record a voice message. Recording a voice
message is much like leaving a message on a telephone answering machine. You simply speak into
amicrophone and Informed Filler records your message. A voice annotated note can later be played
by clicking the Playback control on the note itself.

In order to use the voice annotation capabilities of Informed Filler, you must have a microphone
attached to your computer before you can record a message. If you don’t have the required hard-
ware and software, the Playback and Recording controls on the note will be unavailable.

To record a voice message:

é(( 1. Click the note's Recording control. The standard sound-input dialog box appears.

® i «
Record Stop Pause Play

[ ] :00 -$§2§§§?
u} seconds 39

2. Click ‘Record’ to begin recording. As you speak, the message length is displayed on the sound-
input dialog box.

3. When you've finished recording, click ‘ Save’ The recorded message is saved with the note.

You can listen to arecorded voice message by clicking the Playback control on the note. To change
<]}} the message, simply record over the old message by following the instructions described above.
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How Design Changes Can Affect Notes

It's quite common for the design of aform to be revised and updated from time to time by the form
designer. Certain design changes can affect the data that's already stored in a data document (del et-
ing acell, for example). Other changes can affect notes that have been placed on the forms. For
example, if anoteis placed next to the right edge of aform, and the form designer reduces the
form’s width, the note will automatically slide back onto the page when the form is next opened
with Informed Filler.

Notes are affected when aform template is changed by:

size reduction of the form
page removal from the form

If the Informed Designer user removes a page of aform template that contains notes, the notes
themselves will be moved onto the work page the next time the data document is opened with
Informed Filler. You can then move the note from the work page back to a numbered page. For
information on how to move notes between pages, see “Placing, Moving, and Removing Notes”
earlier in this chapter. For an explanation of the work page, see “ The Work Page” in Chapter 3.
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Record Management

Informed Filler allows you to store and manipulate completed forms using its built-in database. You
can enter new forms or change existing forms. You can find, duplicate, remove, print, sort, and total
forms as well.

Chapter 3 explains how to fill out aform. In this chapter you'll learn about storing and retrieving
completed forms or records using the commands found in the Database menu.

You'll also learn about the Record List, apowerful tool for listing and manipulating multiple
records. The List menu contains commands that |et you to set up and customize the Record List to
suit your own personal preferences. For information about printing forms, please see Chapter 9.

Collection of Records

Theinformation that you enter to fill out formsis stored in form data documents. Each form data
document contains a database that can store the information for one or more completed forms. The
set of information (such as name, address, phone number) that you enter to complete a single form
is called arecord.

The record that you seein the form window is called the current record. Thisisthe record that you
can edit by typing in each cell.

The current record is always a member of the current collection of records. The collection repre-
sents a group of records that can consist of one record, all records, or a particular set of recordsin
your data document. By using the Find, Find All, Omit, and Omit Others commands, you can add
particular records to, or remove them from the collection. Certain commands like Print and Send
allow you to select the current record or those records in the collection. And asyou'll learn later in
this chapter, the Record List displays alist of the collected records. The figure below illustrates all
records, the collected records, and the current record.

Collection

All records

Positioned at the lower left corner of the document window are two information boxes. They show
you the number of recordsin the data document, the number of recordsin the collection, and which
record in the collection is the current record.
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I |

14 Records [0 ¢ 7of 14 o«
L Collection information box

1

Record count information box

The* 7" in the collection information box identifies the current record. It means you're looking at
the seventh record in the collection. The * 14’ indicates the number of recordsin the collection. You
can use the Record List, or the Next, Previous, First, and Last commands to browse through the
records in the collection. For more information, see “ The Record List” and “Browsing Through
Records’ later in this chapter.

The Record List

When you open aform data document, the form window automatically appears displaying the con-
tents of the form. In this window, you fill out and edit records. The form window is not always suit-
able for browsing through different completed forms since you can see only one record at atime.

To work with more than one record, Informed Filler provides the Record List window. The Record
List window displaysrecordsin alist, making it easy to see theinformation of multiplerecords at a
glance. The following figure shows atypical Record List window.

E@=——— Invoices - Record List =——@
Invoice No  Date Sold To
oo1M 6/29/96 John's Blue Sky Shop O
00102 6/29/96 Clark Gas Supplies ]
00103 7/14/96 Malkin's Bed & Breakfast

0| 00104 7/29/96 Nigel's Books & Beer ]
00105 7/29/96 Strudel by Joan L

S Records 1 Selected [l ]

You can move the Record List to any position on your screen by clicking and dragging the win-
dow’stitle area. To view adifferent area of the Record List, click the scroll bar controls.

To show the Record List:

1. Choose Window > Show Record to view record list details. While the Record List window is
the front-most window, this command changes to Hide Record List.

The Record List window can be customized to suit your own personal preferences. You can choose
which columns appear on the Record List and in what order they appear. You can sort any column
or calculate acolumn’stotal or average. You can also save different Record List formats so you can
easily switch between your most common formats (see “ Saving Record List Formats’ for more
information). You can even print the Record List to produce summary reports of your records. For
information on printing the Record List, see Chapter 9, “Printing Forms”
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Contents of the Record List

Information on the Record List is divided into rows and columns. Each row represents one record.
Each column corresponds to one cell on the form. You can choose which columns appear on the
Record List and their order and alignment (see “Adding and Removing Columns”).

The Record List always displays only those records in the current collection. Asyou use commands
that affect the collected records, the contents of the Record List will change accordingly. For exam-
ple, suppose that you use the Find command to find all invoices with atotal amount greater than
$500. After searching, Informed Filler will replace the contents of the collection—and therefore the
Record List as well—with those records found. The information box near the lower left corner of
the window indicates how many records are on the Record List.

Although Informed Filler allows you to show picture cells on the Record List, the actual pictures
themselves do not appear. Instead, if a picture exists for aparticular record, an ‘X’ will show on the
corresponding row on the Record List. Therefore, at a glance you can see which records have pic-
tures and which do not.

=[I=—— Inventory - Record List ="::o0
Itemn Number Description Picture Retail
A00-001 Cat Trap $79.00 |4
A00-002 Shark Repellant $28.00
A00-003 Boot Polish $2.50
AD0-004 Ear Plugs $15.00

You can show both field cells and table cells in the Record List window. A field cell has one value,
whereas atable cell can have multiple values, one for each row in the table. To indicate that a col-

umn represents atable cell, Informed Filler draws a small table icon next to the column heading on
the Record List.

=[J=——— Invoices - Record List =——1
te Customer B Item Number Total
23/96: Owen's Meat Mart ADO-001 $79.00 |{#
22796 Eisner's Safety Boots! AO00-003 $300.00
B23/96: Bob's Scuba Shop A00-002
23/96: Dani's Tech Support A00-004

4 Records 1 Selected

Even though atable cell can have more than one value, only the value found on the first row of the
table appears on the Record List. In the previous illustration, each row represents one invoice. The
values in the Item Number column correspond to the values found on the first rows of the Item
Number column on the different completed invoices. To see the remaining rows of the table, view
the record in the form window.

The form designer can choose to index a cell so that searching with Informed Filler isfaster. (See
“Indexed cells” later in this chapter.) For indexed cellsthat are displayed on the Record List, you'll
see a small magnifying glass symbol near the right edge of the column title.
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=[I=—— Inventory - Record List =]
Itern Number 2\: Description Picture Retail
A00-001 Cat Trap

0| A00-002 Shark Repellant

AQ0-003 Boot Polish

You cannot change which cells are indexed with Informed Filler.

Adding and Removing Columns

Informed Filler allows you to choose which columns appear on the Record List. Initialy, the
Record List contains columns for up to 10 cells on the form; indexed cells first, then the remaining
cells by tab order. You can add or remove columns, and you can change the alignment or width of
any column.

When the Record List window is open, you may add columns from alist of cell names by:

1. Selecting List > Add Columns to display the Add Columns dialog box.

2.

3.

Add Columns
Cells

Amount
Backorder

Date
Date Shipped
Description
FedID

FOB

Position:

(% After last column
" Before selected column

| (1] I Cancel

The scrolling list contains the names of all cells on your form.

To add a cell to the Record List, click the cell name. If you want to add more than one column,
select each cell while holding down the Control (Windows) or Command (Macintosh) key.
Pressing Shift while clicking selects the range of cells starting with the first cell currently
selected and ending with the one you click.

Specify the position of the selected cell(s) by clicking one of the‘ Position’ radio buttons.You can

position the selected cell

(or cells) either at the end of the Record List after the last column, or

between two existing columns.
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Like Add Columns, the Add to Record List command adds a new column to the Record List. How-

ever, instead of choosing acell from alist of cell names, you select a cell on the form window. This

command is more convenient if you don’t know how the cells on your form have been named.

To use the Add to Record List command:

1. From the form window, click in the cell that you want to add.

2. Choose Cell > Add to Record List. Informed Filler will add the selected cell to the end of the
Record List.

Click to select a cell on the form window...

E[I=-————— Purchase Req Data Emg
@
u]
M o1l Corporstion Purchase Red¢
[ 1 &venue of the Americas
4l New York, NY 12345
100 Marty Grag MB99
Social Events World Corp South
55,10, | | |Fire works w [ 200
6 |6 |2 I5 11 Paper Plate w | 1000
& Records |¢ W 6of6 [<afim

...then choose Add to Record List.

E[J== Purchase E[J=- Purchase Req Data - Re
Employee No  : Employee No Recipient i
305 305 Will DeBeest
101 101 “Warren Peace
352 352 Hugh Betcha
108 108 Mary Hancock
79 79 Beth Westurn

gl 100 gl 100 Marty Gras

|_ & Records |- & Records | 1 Selected

You can show as many columns on the Record List as you like. You can even show the same col-
umn more than once. If the total width of al columns exceeds the width of the Record List window,
use the scroll bar along the bottom edge of the window to scroll the columnsin either direction.
To remove a column from the Record List:

1. Click the column heading.

2. ChooselList > Remowve Column. The column will no longer appear on the Record List.

Note Removing a column from the Record List does not remove data from the database of records.



Select the column to remove...

E[=——— Invoices - Record List =
Date Customer Ti Item Number Total
9/23/96 ¢ Owen's Meat Mart A00-001 $79.00 [
9/22/96; Eisner's Safety Boots: A00-003 $300.00

| 9/23/96: Bob's Scuba Shop i ADD-002

4 Records

0 Selected
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...then choose Remove Column.

E[I=——— Invoices - Record List =———R
Date B Item Number Total i
9723796 AOD-001 $79.00
9/22/961 A0D-003 $300.00
B 5/23/96 a00-002 $56.00
9/23/961 ADD-004

The remaining columns on the Record List will automatically move to occupy the original posi-
tion of the removed column.

Changing a Column’s Position

To reset the positions of the columns on the Record List:

1
2.

Remove the column.

Add it again using the Add Columns command and the ‘ Before selected column’ option.

Asashortcut, you can click and drag acolumn’s heading to the I eft or right while holding down
the Alt (Windows) or Option (Macintosh) key. When you release the mouse button, the column

is placed in the new position.

Click and drag while holding
down the Alt/Option key...

...the column moves to a new position
when you release the mouse button.

—
=[] Purchase Req Data - Record List =3 E[J= Purchase qu Data - Record List Eﬂ%
Employee Mo i Recipient Order Date Recipient Employee No i Order Date D
79 Beth Westurn Sep 20, 1996 Beth Westurn 79 Sep 20, 1996 4
305 Will DeBeest Sep 20, 1996 Will DeBeest 305 Sep 20, 1996
101 ‘Warren Peace Sep 20, 1996 “Warren Peace 101 Sep 20, 1996
352 Hugh Betcha Sep 20, 1996 Hugh Betcha 352 Sep 20, 1996
108 Mary Hancock Sep 20, 1996 Mary Hancock 108 Sep 20, 1996
100 Mardy Grras Marby Graz 100
10 Records 0 Selected 10 Records 0 Selected
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Changing a Column’s Width

When you add anew column to the Record List, Informed Filler automatically setsits width to
approximately one inch. You can change the width of any column by dragging the right edge of its

heading.
Click and drag — g
=[I=——— Invoices - Record List =——H
Date B Itern Nurnber + Total
9/23/96 | ADO-001 $79.00
9/22/96 i ADD-003 $300.00
0 5/23/96 i ADO-002 $56.00

9/23/96 i A00-004 $20.00

When you drag a column divider, only the size of the column on the left changes. The columns on
theright, if any, move with the position of the column divider. If you hold the Control (Windows) or
Command (Macintosh) key down while dragging a column divider, instead of moving the columns
on the right, Informed Filler will change the widths of both adjacent columns.

Changing a Column’s Title
To change the title of any column on the Record List from its original cell name to a custom name:

1. Click the column heading on the Record List.
2. Chooselist > Column Title to display the Column Title dialog box.

Column Title

Use: & Use cell name
ol |

I oK I Cancel |

3. Typeinanew name in the space provided.

4. When you have entered the name, click ‘OK. The new name replaces the cell name on the
Record List. If you want to revert and use the cell name, click the * cell name’ radio button, then

click ‘OK!
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Changing a Column’s Alignment

You can change the alignment of each column on the Record List to improve the readability of the
records. For example, it's common to align the right sides of numbersin a column so that the deci-
mal pointsline up. Or maybe you want to center a column of dates. Each column on the Record List
can be left, center, or right aligned.

Invoice No Date Total
00101 &-Jul-90 $343.50
00102 22-Jul-90 $247.25
00103 26-Aug-20 $289.00
00104 29-Aug-20 $90.00
00105 S5-Sep-90 $232.25
00106 11-Sep-20 $302.50

To change a column’s alignment:
1. Select the column by clicking its heading.

2. Chooselist > Alignment > (left, center or right). To change the alignment of multiple col-
umns, select them all at the same time before choosing the new setting.

Selecting Records and Columns

You can select information on the Record List by clicking rows or columns. Many of the commands
described later in this chapter can apply to information that is selected on the Record List. For
example, you can remove arecord by selecting it on the Record List, then choosing Database >
Remove. Or you can sort acolumn by selecting it and choosing Sert....

Clicking arow selects the corresponding record, whereas clicking a column’s heading selects the
entire column. You can't select arow and a column at the same time.

{£ INVOICE.IFM - Record List

| Armount Date Description

25 - 6/09/96 | Picture Frames  F~|
: 7/09/96 : Teddy Bears

i © 10/03/36

20 | 09/09/96

4 Records | 1 Selected 12! |7| 2]

0 Record I ] 3 |

Amount Description

Picture Frames |~
Teddy Bears
Flower Vases

09/09/96 Music Boxes ¥ |
4 Records 0 Selected
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When you click to select arow or column, Informed Filler will automatically deselect all othersthat
are currently selected. Pressing the Control (Windows)/Command (Macintosh) or Shift keyswhile
clicking allows you to select more than one row or column at the same time. You could, for exam-
ple, select five records and then print them using the Print command. If you hold down the Control/
Command key, Informed Filler will select the corresponding row or column in addition to those
currently selected. If you press the Shift key instead, all columns or rows between the first one cur-
rently selected and the one clicked on (inclusive) are selected.

The small rectangular region to the | eft of the column headings on the Record List window has
aspecia purpose. As a shortcut, clicking it deselects all rows and columns on the Record List.

You may also use Edit > Select All to select al records on the Record List.

Asyou select and deselect records on the Record List, the rightmost information box aong the bot-
tom edge of the window changes to display the current number of selected records.

The Current Record Indicator

Asdefined earlier in this chapter (see “ Collection of Records”), the current record is the one that
appearsin the form window. When you browse through the collected records using commands such
as Next, Previous, First, and Last, the current record changes to reveal each different record in the
form window.

On the Record List window, the current record is identified by a small rectangular icon along the
window’s left edge.

{£ INVOICE.IFM - Record List
| Amount i Date | Description
25 - 6/09/95 - Picture Frames  f« |
b5 i 10/09/96 © Flower Vases
20 i 09/09/96 i Music Boxes v |
4 Records | 1 Selected 4 | . | 4 |7

— Current record indicator

With the Record List window active, you can change the current record by clicking in the current
record indicator area next to the desired record. You can also change the current record by double-
clicking a different row on the Record List. However, in addition to changing the current record,
double-clicking will also bring the form window to the front.

While you edit the current record on the form window, if that record is visible on the Record List,
Informed Filler shows a pencil icon in place of the current record indicator.



{E INVOICE.IFM - Record List

Amount Date ! Description
25 6/09/36 © Picture Frames 4|
10 7/09/96 i TeddyBears [
¢ 5 10/09/96 i Flower Vases
20 09/09/96 i Music Boxes v |
7 Records | 1 Selected il Ll;

L— Pencil indicates that the current record is being edited.
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Asyou change the record by typing in each cell, the corresponding columns on the Record List are
not updated. Informed Filler updates the contents of the Record List only when you accept the
record by pressing Enter.

Totalling or Averaging a Column

Informed Filler can calculate the total or average of any column on the Record List. Thisfeatureis
useful for summarizing the information in a collected set of records. For example, after finding all
overdue invoices, you could total the amount due column to obtain the total amount overdue.

To calculate totals or averages for each of the selected columns on the Record List:

1. Select the desired column or columns.

2. ChooseList > Totals. The Totals dialog appears.

Totals

@ No totals

O Total column (+)
(_) Average column (%)

The Totals dialog box shows the current setting of the selected columns (totalled, averaged, or
no totals). If you've selected two or more columns that are configured differently, the Totals

dialog box will show no setting.

3. Choose a setting then click *OK." Informed Filler will calculate the results and display them
below the last record on the Record List. Each value appears bold and aligned according to the
column’s alignment.
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=[J=——— Invoices - Record List =
Date B Iter Number Total
9/23/96 ;| ADD-001 $79.00
9/22/96 i ADD-003 $300.00
B °/23/96 i AD0-002 $56.00
9/23/96 i ADD-004 $30.00
$465.00

0 Selected

4 Records

To indicate that a column istotalled or averaged, Informed Filler draws a small symbol to the right
of the column’s heading. Totalled columns have a plus sign, whereas averaged columns have an * X’
with abar over it (the statistical symbol for average).

While totals are calculated, progress information is displayed on the totals line itself. The amount
of time required to calculate the results depends on the number of records on the Record List. Note
though, that Informed Filler lets you do other work at the same time. For example, you can edit a
record while a column is totalled.

Although you can total or average any column on the Record List, the resulting value will be infor-
mative only if the column contains numeric, boolean, or checkbox values. If a column represents a
non-number cell, Informed Filler will attempt to convert each cell value to a numeric equivalent as
the total or averageis calculated. The result will be the sum of those values that 1ook like numbers.

For boolean values and checkboxes, the valuesYes, True, On, and a checked checkbox become 1,
whereas the values No, False, Off, and an unchecked checkbox become 0. Therefore, you can count
the number of Yes, On, True, or checked check box values in a column by totalling the column.

When you total or average a column that represents atable cell (for example, the quantity sold
cell on tabular invoice), the resulting total or average is calculated based on al values on all
rows of the records on the Record List. It's therefore possible, and often likely, that a total or
average won't match the values above it on the Record List. Thisis because the Record List
shows only those values found on the first row of each record on the Record List. See“ Contents
of the Record List” earlier in this chapter for more information.

Showing and Hiding the Totals Line

When you total or average a column, Informed Filler automatically shows the totals line on the
Record List. You can manually show and hide the totals line using the Show/Hide Totals command
under the List menu. For example, you may want to temporarily hide the totals when printing the
Record List.
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Saving Record List Formats

As described earlier, you can customize the Record List by choosing which columns appear in it
and what position they occupy. You can a so change the names and widths of columns, and cal cu-
late totals or averages for any column. The configuration of columns that you specify iscalled a
Record List format. These formats are useful if you need to print different summary reports from
the Record List. Rather than configuring a special format each time you want to display the Record
Listin aparticular way, Informed Filler allows you to save your custom formats so that you can
instantly switch the Record List to the format you want.

To save the new format after configuring the Record List:

1. Chooselist > Formats > Save Format to display the Save Current Format dialog box.

HHH

Save Current Format

=il

Format Name |

2. Enter the name of your Record List format in the text box and click ‘OK.’" Informed Filler saves
the current Record List format and displays the format name in the Formats submenu.

Add Columns...
Remove Column
Column Title...
Alignment >

Totals...
Hide Totals

Save Format...
Remove Format...

Sales by Month
Unpaid Invoices
Invoice Totals —]

L —— Names of Record List formats

To switch from one format to another, ssmply choose the format name from the Formats sub-
menu and Informed Filler will display the Record List in the appropriate format.
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Removing a Record List Format
To remove one or more Record List formats:

1. Chooselist > Fermats > Remove Format to display the Remove Saved Format dialog box.

=—— Remove Saved Format

Sales by Month
Unpaid Invoices
Invoice Totals

:

<

2. Select theformatsthat you want to remove and click ‘ OK.’ Informed Filler removes the selected
formats from the Formats submenu.

Adding a New Record

When you create a new untitled data document using File > New Document, Informed Filler auto-
matically adds a new blank record ready for filling.

To add a new record to an existing data document:

1. Choose Database > Add Record. Informed Filler will create anew blank record, fill in any
default values and auto-incrementing cells, then select the first cell on the form. The new
record is added after the last record in your data document. It also becomes the last record in
the collection.

2. Whilethe new record is active you can enter information to complete theform. A small pencil in
the collection information box indicates that the record is active. For complete instructions on
how to fill out aform, please see Chapter 3, “Filling Out Forms.”

3. When you finish filling out the new form, press the Enter key on the numeric keypad. Pressing
Enter indicates to Informed Filler that you have finished entering information and that the
record should be accepted.

Editing an Existing Record

To edit an existing record:

1. Find the record using either the Find command or the various browsing commands (see “Find-
ing Records and Browsing Through Records”).
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2. With the form window in front, activate the record by pressing Tab or clicking to select acell.
While the record is active, you can move from cell to cell and enter or change information. A
small pencil in the collection information box indicates that the record is active.

3. When you're finished editing the record, press the Enter key on the numeric keypad, or Ctrl/
Return (Windows), or Cmd/Return (Macintosh) to accept the record. For complete instructions
on how to fill out or edit arecord, please see Chapter 3, “Filling Out Forms.”

Reverting a Record

From time to time you might make unintentional changes to arecord’sinformation. The Revert
command reverts the current record to its most recent version prior to last activating the record. If

you revert anewly created record, Informed Filler will clear the record to its blank state and fill in
any default values.

To revert the current record:
1. ChooseDatabase > Revert.

2. Click OK for confirmation before completing the operation.

Clearing a Record

Note

To erase the information on a new or existing record:

1. Choose Database > Clear Record. |f the form window isin front, Clear Record will clear the
current record. If the Record List window isin front, the single selected record will be cleared
instead. If two or more records are selected at the same time, the Clear Record command will
be unavailable.

2. Click OK for confirmation before completing the operation.

Like the Add Record command, Clear Record automatically fills in the default cell values after
clearing the record. The form window is then activated for editing.

The Clear Record command does not clear any attachments, or the values of auto-incrementing
cells.
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Duplicating a Record
Duplicating an existing record lets you avoid retyping the same information.

To duplicate arecord:

1. Choose Database > Duplicate. If the form window isin front, Informed Filler will duplicate
the current record. If the Record List window isin front, the single selected record will be
duplicated instead. Informed Filler does not allow you to select and duplicate multiple records
on the Record List simultaneously.

Finding Records

Informed Filler lets you perform a search on any cell with the exception of pictures and signatures.

To find records:

1. Choose Database > Find to display the Find dialog.

Click to select a cell... ...or a column...
E[=————— Purchas E[J== Purchase Req Data - Record
Employee Mo | Recipient Order Date
TOS TTar g TECOCK T Sep 20, 11
. 100 Marty Gras Sep 20, 1¢
World Corporation 99 Niles Rivers Sep 24, 18
1 Awvenve of the Americas : . .
New York. NY 12345 47 Martin Matthias Sep 24, 1¢
2 | 65 Francis Drake Sep 24, 1¢
117 Pamn Irvin
10 Records 0 Selected
...then choose the Find command.
- In “Recipient *, find what:
Office Number -
Order Date Niles]
PartNumber
PR No
Price Match option: | starts with v ]
Qty
Recipient Find option: | look through all record_s v I
Total
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The Find dialog contains a text box where you type the value or text you are looking for. This
valueis called the search value. The scrolling list contains the names of al cells on the form.

2. Select the cell in which you want Informed Filler to search. If you're unsure of the name of the
cell that you want to search, smply click the cell on the form window while the Find dialog box
isdisplayed and that cell will be automatically selected in the scrolling list.

Note If you select acell on the form or a column on the Record List before choosing the Find com-
mand, Informed Filler will automatically select the corresponding cell on the Find dialog box.

3. After you enter the search value and choose the match and find options, click ‘Find’ to begin
searching. As Informed Filler searches, the information box on the window in front displays
progressinformation. If no records match, you'll see amessage indicating that no records were
found. If at least one match is found, Informed Filler will act according to your choice of find
option (see “Find Options”).

Match Options

Match options alow you to find exact matches, partial matches, or ranges of values. For example,
instead of searching for an exact telephone number, you might want to find all numbersthat contain
the area code *408." Or maybe you want to find all invoices with atotal amount greater than or

equal to $500.

The *Match option:’” drop-down list offers ten different matching options. The following table lists
each option with a brief description.

Match Options

Option

starts with

ends with

contains

isequal to

isnot equal to

is greater than

is greater than or equal to
islessthan

islessthan or equal to
range

Description

finds values that start with the text search value

finds values that end with the text search value

finds values that contain the text search value

finds values that match the search value exactly

finds values that do not match the search value exactly

finds values that are greater than the search value

finds values that are greater than or equal to the search value
finds values that are less than the search value

finds values that are less than or equal to the search value
finds values that are within arange of values

All match options with the exception of ‘range’ accept a single search value. When you select
‘range, the Find dialog box changes to allow for two search values.
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Amount - In"Date", find what:

Backorder Sept 7/96 Oct 8/9g
Collect o0

Date Shipped
Description Match option:

FedID atch option; | range jl
FOB

Find option: | look through all records jl

Find | Cancel |

With the ‘range’ option selected, Informed Filler will find all values that lie between and including
the two search values. The second search value must be greater than the first. With the settingsin
the previous dialog box figure, Informed Filler will find all dates greater than or equal to Sept. 7,
1996, and less than or equal to Oct 8, 1996.

Finding Words

When you find records by searching in atext cell, Informed Filler will try to match the search value
with each individual word in the cells that are examined. For example, if you search for the value
‘Christmas bonus' in the comment cell on your forms, Informed Filler will find all records with
comments that contain both words (regardless of position and order).

In "Comments", find what:

Christmas bonus

Comments

This Christmas, all
employees shall receive a
bonus.

If you use match options such as ‘ starts with’ or ‘ends with, the option is applied as each word of a
cell is examined.

Finding Dates and Times

When you enter adate or time search value, you can type the value in any format you like. You can
type a complete value or only certain parts of avalue. If you enter a partial value, Informed Filler
will ignore the parts that are missing. For example, suppose that you want to find all sales dips that
were entered in May of 1996. You could either use the ‘range’ match option and enter ‘May 1,
1996’ asthe first search value and ‘May 31, 1996’ as the second, or you could use the ‘equals
match option and enter ‘May 1996’ as the single search value.
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Finding Names

A name value consists of up to five different parts: the prefix, first name, middle name, last name,
and suffix. Multiple prefixes, middle names, and suffixes are allowed. A name value displays on
your form according to the format of the cell in which it's stored.

When you type a hame search value, you can enter all parts or only certain parts of the name. Like
dates and times, if you leave out aname part, Informed Filler will ignorethat part when it compares
name values. For example, you could enter the search value ‘ Smith’ to find all names with alast
name ‘ Smith, whereas the search value ‘ John Smith’ would find all names with afirst name * John,
and alast name * Smith!

If you type a name that consists of only one part, Informed Filler will interpret that part as the last
name. If you type more than one part, the order of each part is used to interpret the name. If a
comma appears next to the first part, that part is assumed to be the last name. A list of known pre-
fixes and suffixes is used to help properly identify each name part. Thislist can be found in Appen-
dix A.

If you want to find all names that have a particular first name, you must enter the wild card symbol
(*) asthelast name when you type the search value. Thisis because, as explained above, if you type
the first name alone, Informed Filler will assume that it’s the last name. By typing the first name
followed by the wild card symbol, the name partswill be interpreted properly. For example, to find
all names where the first nameis ‘ John,” enter the search value ‘ John *’ (note that there’s a space
between ‘John’ and ‘*"). The wild card symbol tells Informed Filler to ignore the last name when
comparing name values. To enter the wild card symbol, type the asterisk key.

If you use an inequality match option (‘islessthan, ‘islessthan or equal to,’ ‘is greater than or
equal to, or ‘isgreater than’), Informed Filler will compare the parts of two namesin the following
order: last name, first name, middle name, prefix, then suffix. When a name part in the search value
isfound that doesn’t equal the corresponding part in the comparison value, the match option deter-
mines whether or not the name matches the search value.

Finding Boolean and Checkbox Values

Boolean and checkbox cells can take on one of two different values. When you find records using a
boolean or checkbox cell, Informed Filler displays the two possible values on the Find dialog box.
For example, if aboolean cell has theYes/No format style, the Find dialog box will ook like this:

=— Find

In “Insured®, find what:

@ Yes
O No

Rather than typing a search value, simply select the value by clicking either of the two choices. The
only match option available is‘equals’
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Find Options

The ‘*Find options:” drop-down list contains six different find options. These options let you choose
what happens when Informed Filler finds the records you're searching for.

® look through all records
look through collected records
add to collection
omit from collection
go to first match in collection
select matches in Record List

Often you'll want to collect records that match different search criteria. For example, you might
want to find and print all invoices that you entered today along with those that are overdue. By
using different find options and commands such as Omit and Omit Others, you can easily collect
the specific records that you're interested in.

look through all records - Informed Filler will search through al records that match a particular
search value and replace the collection with those found.

look through collected records - This option is useful if you want to find records that match
more than one criteria. For example, suppose that you want to find al invoicesfor customersin
New York that have atotal charge greater than $500. First, search al recordsto find the invoices
for customersin New York. Then search through the collected records to find only those with a
total charge greater than $500.

add to collection - Select this option if you want to combine other records with those currently
in the collection. For example, you might want to find and print all invoices for customersin
both New York and Boston. First use the ‘1ook through all records’ option to find the invoices
for customersin New York. Then find the invoices for customers in Boston using the *add to
collection’ option. Informed Filler will add the records found to the collection. The collection
would therefore contain all invoices for customersin New York and customers in Boston.

omit from collection - After it removes records from the collection, Informed Filler will display
the number of records that were found and omitted.

Since the collection must always contain at |east one record, Informed Filler will automatically
perform the Find AlIl command if you attempt to omit al records. The Find All command places
all recordsin the collection (see “Finding All Records”). Informed Filler warns you before per-
forming the command.

go to first match in collection - Unlike thefirst four find options, this option does not change the
contents of the collection. Instead, it searches for and reveal s the first record in the collection
that matches the search value. This option is useful if you want to browse through a set of col-
lected records. Rather than using commands such as Next, Previous, First, and Last to view
each record individually, you could use the Find command and the ‘ go to first match in collec-
tion’ find option. Informed Filler finds the first record that matches and makes it the current
record. If the Record List window is frontmost, you'll see the record selected.
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select matches in Record List- This option is available when the Record List window is front-
most. Informed Filler will select the records that match those on the Record List.

After using the Find command with the ‘ go to first match in collection’ find option, you can reved
the next record that matches by choosing Database > Find Again. This command repeats the find
starting with the record immediately following the current record.

Indexed cells

When aform is created with Informed Designer, the designer can choose which cells have indexes.
Anindex isapre-sorted list of cell values that Informed Filler maintains automatically as you add,
remove, and change records. Although you never see an index, you can certainly notice its effect
when you use the Find command to find records.

If acell isindexed, Informed Filler can quickly search through thousands of recordsto find a
matching value. Depending on the speed of your computer and the number of records in your data
document, searching can be as fast as one or two seconds. If acell is not indexed, each record must

be examined individually to find those that match the search value. Searching can take considerably
longer if acell is not indexed.

Finding All Records

Various commands allow you to browse through the records in your data document. You can use
commands such as Next, Previous, First, and Last to view and edit each individual record in the col-
lection. The records in the collection also appear listed on the Record List.

To find al recordsin the collection:

1. Choose Database > Find All.

The Find All command places all recordsin the collection, allowing you to list or browse through
all recordsin your data document.

Sorting Records

With the exception of picture and signature cells, Informed Filler lets you sort any cell on your
form.

To sort the records in the collection:

1. Select the cell that you want to sort by either clicking it on the form window or selecting its col-
umn on the Record List.

2. Choose Database > Sort... to display the Sort dialog.
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Sort Date Shipped

Sort order: (% Ascending
" Descending

| Sort | Cancel

3. Choose the Ascending or Descending sort order, then click *OK.’ Informed Filler displays
progress information as sorting occurs.

Once the sorting process has started, you can cancel the Sort command by clicking ‘ Cancel’ on
the progress dialog box. If you cancel sorting, the order of the recordsin the collection will
remain unchanged.

To sort records by two or more cells, simply sort each cell individualy, starting with the least
significant cell and ending with the most significant cell.

Note The sorted order of recordsin the collection is not preserved as you add and change records, or
when you close the data document. You can, however, tag the collected records using com-
mands in Informed Filler’'s Tags submenu. See “Tagging Records’ later in this chapter for more
information.

A certain amount of memory is required to perform a sort. If Informed Filler can’t obtain the
required memory, you'll see a message indicating so.

Omitting Records

In addition to the * Omit from collection’ option of the Find command, Informed Filler provides two
commands for omitting records from the collection.

With the form window in front, the Omit command omits the current record that isvisible in the
window. The next record in the collection becomes the current record. If there’s no next record, the
previous record is made current instead.

To omit more than one record:

1. Select each record on the Record List.

2. ChooseDatabase > 0mit. The following figure shows the Record List window before and after
omitting the selected records.
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=[JI= Purchase Req Data =[J== Purchase Req Data
Employee No i Recipient Employee No i Recipient
79 Beth Westurn 79 Beth Westurn
305 Will DeBeest 99 Niles Rivers
99 Niles Rivers | s Francis Drake
0 s Francis Drake
Pam Irvin
S Records 2 Selected 3 Records 0 Selected

Sincethe collection must always contain at least one record, Informed Filler won't let you omit
the last record. If there's only one record in the collection, or if you've selected all records on
the Record List, the Omit command will be unavailable.

The Omit Others command also omits records from the collection. If the form window isin front,
all records except the current record are omitted. |f the Record List window isin front, Omit Others
omitsall recordsthat are not selected. If the collection contains onerecord, or if either all records or
no records are selected on the Record List, the Omit Others command will be unavailable.

Browsing Through Records

The Database > 6o To submenu contains five commands for browsing through the collection of
records: Record, Next, Previous, First, and Last.

The Record command allows you to move to a specific record in the collection. When you choose
Database > Go To > Record, Informed Filler displays the Change Record dialog box.

Change Record

Hj Go to record I:]

[ Cancel ][[ 0K ]]

Type the number of the record that you want to go to, then click *OK." The number that you type
must be within ‘1’ and the number of records in the collection. The record that you specified
becomes the current record and is displayed in the form window. As a shortcut to choosing the
Record command, you can double-click the record information box to display the Change Record

dialog box.

The Next and Previous commands move you one record forward or backward, respectively. The
First and Last commands move you to thefirst or last recordsin the collection.You can also browse
through collected records by clicking either arrow in the collection information box.
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| 40f5 &|— Selects next record

Selects previous record

Clicking theright or left arrow performs the Next or Previous command, respectively. If the current
record isthefirst onein the collection, the left arrow disappears. The right arrow disappearsif the
current record is the last one in the collection.

Removing Records

The Remove command permanently removes records from your data document. You can remove
the current record, or you can remove selected records on the Record List. If the form window isin
front, the Remove command removes the current record only.

To remove more than one record:
1. Select each record from the Record List.

2. Choose Database > Remove.... You will be warned before the command is performed.

Informed Filler

' Are you sure you want to permanently remove the current record?
. 5

3. To continue, click ‘OK. If you hold down the Alt (Windows) or Option (Macintosh) key while
choosing the Remove command, the current record is removed without your confirmation.

After removing the current record, the next record in the collection will become the current
record. If there's no next record, the previous record will be made current instead. If you
remove the last remaining record in the collection, Informed Filler will automatically perform
the Find All command and display the following message:

- Y'ou are rerovrg the laxt secard n the collecton The Find A8
\l') corwaand i be pescased

[

4. Click ‘OK’ to continue. All remaining recordsin the data document will be placed in the collec-
tion. See “Finding All Records’ for more information about the Find All command.
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Tagging Records

Informed Filler's Tag feature provides an easy way for you to identify unique collections of records
so that they can be quickly recalled and viewed. For example, if you were processing a batch of
expense forms and found that some of the expenses needed clarification before they could be paid,
you could mark those particular records with atag such as “ Clarify before processing.” You could
then process all the other expense formsfirst, and easily recall the collection of tagged records later
by choosing the tag name from alist.

To tag a collection of records:

1. Findtherecords, then choose Database > Tag Records... to display the Tag Collected Record
dialog box.

Tag Collected Records

TagName: | |

0K | Cancel |

2. Typethe name of the tag in the text box and click ‘OK.’ Your entire current collection will be
tagged, and the name of the tag will be displayed in the Tags submenu.

Tag Records...
Remove Tag...

Back Orders
Sept 96 Shipments
Oct 96 Shipments

In certain cases, Informed Filler will automatically tag a collection of recordsfor you. For example,
if you submit a batch of recordsto your company database, and an error occurs that prevents some
of the records from being accepted, Informed Filler will mark those records with atag such as
“Records not submitted” and insert the tag name in the Tags submenu.

To recall atagged collection of records, simply choose the tag name from the Tags submenu.
Informed Filler returns the records associated with that tag as the current collection.

Note Recalling atagged collection is not the same as performing afind. For example, if you found 25
invoices over $100, and then tagged that collection as*“Invoices over $100,” the tag only applies
to those particular records. If you add another 20 invoices over $100 to your data document and
then choose the “Invoices over $100” tag, Informed Filler will reveal only the original 25.



8-26 : Record Management

Adding Records to a Tagged Collection

Often, you might want to include additional records in atagged collection. Suppose that you've
processed all the expense forms for the month and tagged the collected records as “ Expenses 09/
96.” At the last minute, the VP of Sales and Marketing submits one that had been forgotten. After
processing the extra form, you'll want to include that record in your “Expenses 09/96” collection.
To add records to an existing tagged collection:

1. Perform asearch to return the tagged records as well as the records that you want to add.

2. Choose Database > Tags > Tag Records....

3. Typetheoriginal tag nameinthetext box and click ‘ OK. You'll see amessage asking you to con-
firmif you want to replace the original tag with the new one (the original collection plusthe
new records).

Removing a Tag

If you no longer require a particular tag:

1. Removeit by choosing Database > Tags > Remove Tag....The Remove Tag dialog box appears.

Sept 96 Shipments A
Oct 96 Shipments
Backorders

oK | Cancel

2. Select the name of the tag that you want to remove and click ‘OK

Note When you remove atag, you're only removing a reference to that collection of records, not the
records themselves.
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Record Information

Each record in a data document has specific information stored with it. Thisinformation includes
the creation date of the record, the last time it was modified and when it was last mailed, printed or

submitted.
To view the record information for the current record:

1. ChooseView > Record Information. The Record Information dialog appears showing the
details of the record.

+ Record Information Xl
Created: Friday, August 04, 2000 11:06 AM
Modified: Friday, August 04, 2000 11:06 AM
Printed:
Mailed: Friday, August 04, 2000 11:06 AM
Submitted:

2. Click ‘OK’ to dismissthe dialog.
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Printing Forms

In this chapter:

Page Setup 9-2
Printing Preferences 9-3
Printing Forms 9-4
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Printing Forms

This chapter describes printing forms with Informed Filler. You can print forms on printers that are
compatible with the Windows and Mac OS operating systems. For instructions on installing printer

software and choosing your printer, please see your printer’s documentation.

Page Setup

To specify your printer, paper, and orientation setup:
1. ChooseFile > Print Setup... The Print Setup dialog appears.

If you are printing from Windows, you will see a dialog box similar to the one shown below.

Pred Setug B
e |
oo | ST -] Do |
Sl Peay
Tne Appee e 1RO PS5
Wiee “Catan
Conarmet
Pue Ovew vy
ter |Leser ) — 1V Pogne
e [a.u-...a'.qw 3 -.—]  Lowbone
s | (=] o= |

If you're using an Apple LaserWriter printer (or aprinter that usesApple’s LaserWriter driver),

you'll see adialog box similar to the one shown bel ow.

LaverWriter 0 Page Sotup 3
LDope At 28
Tarmat far: | Caxtoné e
Paper | L5 Leter Smak 3]
Orientatian _la
seate [100 ]~
e (=)

2. Select your options then click ‘OK.
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Printing Preferences

When printing forms, Informed Filler allows you to choose whether you want to print both the data
and the template (the graphical image shown in the form window) or the data only.

By default, both the template and the data for aform will be printed. Thisis useful for forms that
are printed onto blank paper. When the dataform isto be printed onto pre-printed paper forms, you
can set the preference so that only the form datawill print.

To set your printing preferences:

1. ChooseEdit > Preferences to display the Preferences dial og.

2. Click the*Printing’ iconin the scrolling list to display the Printing Preferences panel.

Preferences

Printing Preferences

E] Print data only

Adjustment offset: [0.0000 in. from left
0.0000 in. from top

Printing

Security

/]

Spelling

3. Click the‘Print dataonly’ checkbox to print the form data without the template.

The Printing Preferences panel contains two text boxes in which you can specify an offset adjust-
ment for printing. This feature allows you to adjust the position of the form on the printed page.

When printing data onto pre-printed forms, the offset adjustment feature is useful for accurately
aligning the data with the blanks on the pre-printed form. The entire form is shifted by the distance
specified in the * Offset Adjustment’ text boxes. Positive values shift the form down and to the
right. Entering negative values has the opposite effect.
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Printing Forms

To print one or more forms:
1. ChooseFile > Print. The Print Job dialog appears.

If you are printing from Windows, you will see a dialog box similar to the one shown below.

Print Setup ﬂm
~— Printer

Name: \WFILE SERVERACaxtond Properties |

Status:  Ready
Type: Apple Laserwiter 167600 PS
Where:  *Caxton

Comment:

w F'aper Orientation
Size: ILelter j & Portrait
Source: IAutomaticaIIy Select j " Landscape

Network... I 0K I Cancel |

If you're printing from Macintosh, you'll see a Print Job dialog box similar to this:

“Z R
Printer: [Main Leseriliriter « | Destination:[_Printer v |
| General - |
Coples: |
Pages: & &N
) From: To:
Paper Source: @ ANl pages from: [ Casselle v]
O First page from: -
(_Sawe Sattings | Cancel || Print |

The previousillustration shows the * General’ print options available. You can display printing
options specific to Informed Filler by clicking the panel’s drop-down list and choosing the
‘Informed Filler’ option.
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8.4.1
Printer: [ Main Laserlriter v | Destination:
~ [ Informed Filler® v |
Print: [ Current Record v| [Ocolate

| Stard printing ot fabef positian |

Some of the options pictured are not available when you print records in alist. For moreinfor-
mation, see “Print Options” later in this chapter.

When the size of aform islarger than the selected paper size, Informed Filler will tile the form
onto multiple sheets of paper. For example, suppose that you're printing atabloid size form
(11" by 17") on standard US | etter sheets (8.5" by 11"). Informed Filler will produce four sheets
of paper for each copy of the form that you print.

If you choose a different paper size (see“Page Setup”), Informed Filler will automatically read-
just the tiling to print properly on the new paper size.

2. After selecting your printing options, click ‘ Print’ to begin printing. Informed Filler will display

this progress dialog:
Printing...
W Record 2 of 34, page 1

You can cancel printing at any time by clicking ‘ Cancel.

Print Options
Informed Filler's print options allow you to:

print either the current or collected records
print ablank form

print the form’s work page

collate the printed forms

To specify your print options:
1. ChooseFile > Print to display the Print Job dialog box.

2. Click the ‘Print’ drop down list from the ‘ Print Options’ section and make a selection from the
available options.
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v Current record
Collected records
Blank form
Work page

Print Options
Print Option  Action

Current prints only the current record displayed in the form window
Record

Collected prints all records in the current collection

Records

Blank Form  printsthe form template without any data; use this option to print ablank copy of
your form

Work Page prints the work page instead of the numbered pages of the current record

Collating Forms

There are two different page ordering options for printing multiple page forms. When you print two
or more records, the * Collate’ option determines the page ordering. If you leave this option
unchecked, Informed Filler prints the records one page at atime—that is, all page ones, then all
page twos, and so on.

If you check the ‘ Collate’ option, Informed Filler prints each complete record individually—that is,
all pages of thefirst record, then all pages of the second record, and so on. By using this option, you
can avoid having to manually collate each form.

Printing Repeating Forms

The form designer can repeat aform'’s drawing area across and down the printed page. This feature
isuseful, for example, if you want to print mailing labels on sheets like the one shown in the fol -
lowing figure.

Ll
LI
LI
LI
LI
LI
LI
LI
[
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When you print more than one label, Informed Filler automatically fills the sheet starting at the top
left of the page and working across and down. Therefore, printing five labels would produce a sheet
like the one shown below.

=

| =
| L
| L
| L
| L |
| |
| L
| L |
| [ |

I
I
I
I
I
I
L

Informed Filler allows you to specify which areato begin printing. This means that instead of
always starting with the drawing area that’s positioned at the top |eft corner of the page, you can
choose any area as a starting point. For example, suppose that after printing five labels on a new
sheet (asillustrated in the previous figure), you now want to print three more using the same sheet.
You want the first address to print on the sixth label on the sheet.

| [
| |
I |
I | I |
I L
I | |
I

If the drawing area of your form is repeated, you can enter avaluein the ‘Begin printing at label
position’ text box on the Print Job dialog box.

Begin printing at label position: D

The ‘Begin printing at label position’ value determines on which drawing area printing will begin.
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Printing From the Record List

If the Record List window isin front, you can print either all recordsin the collection, or only those
which are selected on the Record List. You can aso choose whether to print the recordsin alist or
asindividua forms.

To print from the record list:
1. ChooseFile > Print to display the following dialog box.

Informed Filler

7 Would you like to print as a list or as forms?
]

List | Forms Cancel

2. Click oneof the ‘Forms,’ ‘List, or ‘Cancel’ buttons. ‘List’ allows Informed Filler to print a
columnar list of the records on the Record List. If you select ‘ Forms,” the records are printed as
individual forms. Clicking ‘ Cancel’ cancels the Print command.

After you click the ‘List’ or ‘ Forms' button, the Print Job dialog box appears.

With at least one record selected on the Record List, the ‘ Print’ drop-down list contains the
‘Current record, ‘Entire Record List, and ‘ Selected records’ options. If no records are selected
on the Record List, the * Selected records’ option is unavailable.

If you're printing the records on the Record List as forms, then the ‘ Collate’ and ‘ Begin print-
ing at label position’ controls function the same as when printing from the form window (see
“Print Options”). If you're printing the records in alist, these controls are unavailable.
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Printing Records in a List

By printing the Record List in alist rather than as individual forms, you can produce summary
reports similar to the one shown in the following figure.

10000 Ivekias - Recard Lict Page t
Fwiee B Dube Sold T Te Tobs)
A00-101 . - 5 0 Boeirg 1% 45 $232 42
A00-10 » Forhs Foras Cory ™o a0
0010 ot=%  Dogs by Dwve 198 8T 2930 &7
M0-104 Dot=%  MoPhew Cycle Yorks T PMTTE

W70 s

Each printed sheet contains a header that shows the current date, the name of the document, and the
page number. If the total width of the Record List exceeds the printable width of a page, Informed
Filler will automatically tile the Record List. For information about formatting the Record List to
show the information that you want, see “The Record List” in Chapter 8, “Manipulating Records.”

To print the Record List in alist:
1. ChooseFile > Print while the Record List window is active.

2. Click the‘List’ button from the Informed Filler dialog. The Print Job dialog box appears.

3. Select the ‘Current record’, ‘Entire Record List’, or ‘ Selected records only’ option from the
‘Print’ drop-down list, and click ‘Print.’

Note If you want to print only a selection of records from the collection, you must select those
records on the Record List before you choose the Print command. Once the records are selected
and the Print command is chosen, you can choose the ‘ Selected records only’ option on the
Print Job dialog box.
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Mailing Forms

Mailing Forms

Many types of forms must be sent from person to person for approval and processing purposes. For
example, it's very common for a purchase requisition form to be filled out by the requestor, sent to
a supervisor for approval, and then forwarded to the purchasing department. In large organizations,
a single form might go through several levels of approval before the process is complete.

Through the use of Informed mail plug-ins, Informed Filler connects directly to various electronic
mail systems, making it easy for you to send completed e-forms right from within the Informed
Filler environment. For details of the specific e-mail systems supported by Informed Filler, see
“Mail Plug-ins” at the end of this chapter.

Mail Preferences

Informed Filler can send forms using a variety of different e-mail systems. You can use Informed
Filler's Preferences command to specify your preferred mail system so that you're not asked to
select which one each time you send a form.

To specify your preferred mail system:

1. Choosédit > Preferences then click the Mail icon in the scrolling list. The dialog box
changes to show the Mail Preferences panel.

Preferences

Mail Preferences

Mail Service : User s choice ™

&

Security

0]

Spelling

Folders

[ Suggested Routes... ]

Cancel 114

2. Click the ‘Mail service’ drop-down list and make a selection from the available choices. The
choices in the ‘Mail Service’ drop-down list correspond to the Informed mail plug-ins you have
installed in your plug-ins folder. If you select the ‘User’s choice’ option, you'll be asked to
select a mail system each time you send a form.
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The ‘Suggested Routes’ button allows you to define your own suggested routes for your com-
pleted forms. See “Suggested Routes” later in this chapter for more information.

The Send Command

When you send a form using Informed Filler's Send command, Informed Filler automatically cre-
ates a file containing the record, or records, you want to send, then attaches the file to an e-mail
message and sends it to the recipient.

To mail one or more records:

1. Choos¢ile > Send. If you have not previously specified your preferred mail system, you'll be
asked to select a mail system to use.

Send uzing: |Micrnsofl Exchange ﬂ|

(]4 | Cancel |

2. Select a mail system from the ‘Send using’ drop-down list and click ‘OK.’ The Send dialog that
appears and the method of selecting recipients varies depending on which mail system you use
The following example shows the Send dialog box for SMTP-compliant mail systems.

Send
Recipients:

To: Migel Smith
To: Glenn Thompson

Cec: Donna Dawson

Special Address

Subject:
|unlitled

Meszage Body:

Send: Send As:
| Current Record ﬂ| ||nlmmed data ﬂ|

0K | Cancel |

3. Select which records to send by choosing an option from the ‘Send’ drop-down list. If the form
window is active when you choose the Send command, the options include ‘Current record’
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and ‘Collected records. When the Record List is active, you can select from the ‘Current
record, ‘Entire Record List,’ or ‘Selected records’ options.

4. You specify one or more recipients using the method that corresponds to the mail system you're
using. You can also enter a subject and choose the format in which to send the record or records.
The following table lists the data formats available in the ‘Send As’ drop-down list and gives a
brief description of when you would use each one.

Data Formats
Data Format Description

Informed data Informed data is Informed’s own proprietary format for storing form data.
Each Informed data document is a database that contains all the data for
one or more records. Use this format when mailing forms to another user
who already has the appropriate template needed to view the data. This is
the most common data format to use when sending forms.

Informed package Informed package contains both the data and template for a form. Use this
format if the person you are mailing the form to doesn’t have the appropri-
ate template needed to view the data.

Informed Inter- Informed Interchange files contain the data for one or more records and
change are used primarily for transferring information between different applica-
tions, and different versions of Informed Filler.

Tab and comma The delimited text file format is a standard format that's used primarily for

delimited text transferring information between Informed Filler and other applications.
Use the Comma or Tab delimited text formats when mailing forms to
someone who needs to import the data into another application such as a
spreadsheet, word processor, or another database.

Note The form designer can lock the data format to prevent you from accidentally choosing an incor-
rect setting. If the data format has been locked, you will not be able to select a different format
from the ‘Send as’ drop-down list.

5. Once you've selected one or more recipients and specified the subject, the send format, and
which records to send, click ‘Send’ or ‘OK’ to initiate the send process.

Note When Informed Filler creates the file that is attached to the e-mail message, it names the file
according to thélename.extormat of DOS filenames. That way if the recipient of the form, or
forms, uses a Windows compatible computer, the file attachment will have the correct file
extension for use with Informed Filler.
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Suggested Routes

The form designer can pre-configure a list of suggested routes for a form template. Suggested
routes are intended to provide guidance regarding the person or department that you might send «
form to. You can send a form to a suggested route, or you can manually address a form to any per
son or place you like.

If the form template you're using has one or more suggested routes defined, choosing Send display
a different dialog box.

Send

Send:| Current Record -

Route Mame Recipients Using

Send For Approval Huga Brazzi Eudara e
Send Ta Payroll Don Corleans Eudora [

]

[ cancel ][ send |

A suggested route is a named step in the processing of a form. The route nhame is intended to idet
tify the step and instruct the user as to where the form should be sent. For example, a time card
form might be filled out by an employee, sent to a manager for approval, and then forwarded to the
payroll department. To make it easy for each person in the process to know where to send the forr
next, suggested routes named “Send To Approving Manager” and “Send to Payroll” could be addec
to the form template. Also included with each suggested route are send parameters such as the
names of recipients and a subject for the mail message.

You specify which records to send by selecting an item from the ‘Send’ drop-down list.

To send to a suggested route, simply select the route, then click ‘Send.’ If the suggested route is
fully specified (that is, it includes one or more recipients), Informed Filler automatically sends the
record or records.

If no recipients have been specified for the suggested route, Informed Filler will display the Send
dialog box for the mail system used by the route. After you select one or more recipients, click
‘Send.” When the send process completes, Informed Filler displays a dialog box asking if you'd like
to save the recipient(s) you specified with the suggested route. If you click ‘Yes, you will not have
to specify the address(es) for that particular suggested route again.
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Even if the form template has one or more suggested routes, there might be instances where you
want to send the form to someone or some place else. For example, if the supervisor you normally
send forms to is away on vacation, you might want to re-route your form to his or her manager
instead. Click the ‘Re-Route’ button on the Send dialog box to specify a different address. Again,
the Send dialog box specific to the mail system you use appears, allowing you to address and send
your form.

Adding Changing and Removing Suggested Routes

Informed Filler allows you to define your own suggested routes for your form templates by using
the Preferences command.

1. Choosédit > Preferences then click the Mail icon in the scrolling list. The dialog box
changes to show the Mail Preferences panel.

Preferences

Mail Preferences

Mail Service : User s choice ™

Security

0]

Spelling

[ Suggested Routes... ]

Cancel 0K

2. Click the ‘Suggested Routes’ button. The Suggested Routes dialog box appears.

Route Marne Recipients Platform fUsing

2

]

[ Add ) [Remove] [Modity ] [ cancel || ok |

The Suggested Routes dialog box contains various controls for editing suggested routes, and a
scrolling list showing any suggested routes that are already configured.
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To add a suggested route:

1. Click ‘Add. The Suggested Route Details dialog box appears.

Suggested Route Detail

Route narne: | Untitled Route |

Maﬂsgslem:l ccMail VI [ Address... ]

Recipients Recipiend ret specified

Cancel 0K

2. Type the name of the route in the ‘Route name’ text box. It is helpful if the route name describes
the actual step in the routing process.

3. Specify the mail system to use by clicking the ‘Mail system’ drop-down list and making a selec-
tion from the available choices. The choices in the ‘Mail system’ drop-down list correspond to
the Informed mail plug-ins you have installed in your plug-ins folder.

4. To specify a recipient, click the ‘Address..." button. If you have the appropriate e-mail software
installed, Informed Filler displays the Send dialog box for the selected mail system. Simply
select one or more recipients by using the controls on the addressing dialog box.

While the addressing dialog box is displayed, you can also specify a subject for the form, and selec
the data format that the form will be sent in.

If the form designer has locked the data format to be used when mailing the form, that data for-
mat will take precedence over the one you specify for a suggested route.

To edit an existing suggested route:

1. Selectitin the scrolling list on the Suggested Routes dialog, then click the ‘Modify’ button. The
Suggested Route Detail dialog box appears, allowing you to change the specific details for the
selected route.

To remove a suggested route

1. Select it in the scrolling list, then click ‘Remove.’

You can change the order of suggested routes in the scrolling list by clicking a route and dragging i
either up or down with the mouse.
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Mail Cells

To aid in addressing forms and specifying various send options, the form designer can take advan-
tage of mail cells. A mail cell is a cell whose value is used to specify a send option or parameter.
For example, when you mail a form, Informed Filler looks for a cell named ‘Mail Send To.’ If such

a cell exists, the form is automatically addressed to the name in that cell.

Other mail cells can be used to automatically enter other parameters such as the subject, with infor-
mation on the form. The following table shows the four mail cells supported in Informed.

Mail Cells

Mail Cell Description

Mail Send To  The name of the mail recipient. The value in this cell must identify a valid user
in the directory of your e-mail system.

Mail Subject  The subject of the mail message.

Mail Comment The body of the mail message.
Mail Enclosure The filename of the enclosure sent with the mail message.

By calculating a mail cell, the form designer can have a formula automatically check for different
conditions and automatically set certain parameters accordingly. For example, if a purchase order
form needs to be sent to a supervisor for approval, the form designer could calculate the ‘Mail Send
To’ cell so that the recipient of the form is based on the value of the purchase order.

Form Tracking

If the form designer has configured the form template to automatically track forms, Informed Filler
will connect to the tracking server after the send process completes. Depending on how form track-
ing was configured, you may be requested to enter information, such as your name and password,

when this occurs.

For more information about form tracking, see Chapter 11, “Form Tracking.”
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Mail Plug-ins

Mail plug-ins allow you to send completed forms using an external electronic mail service.
Informed provideds plug-ins for various mail systems on the Windows and Macintosh platforms.

Windows Mail Plug-ins

On Windows a single Informed mail-plug-in can provide access to multiple e-mail systems as
shown in the following table.

Plug-in Name Mail Systems Supported

Mail (MAPI) Microsoft Exchange
Microsoft Mail
GroupWise

Eudora Pro v2.2
other MAPI compliant systems

Mail (Extended MAPI) Microsoft Exchange
Microsoft Malil
GroupWise
Eudora Pro v2.2
other MAPI compliant systems

Mail (SMTP)** SMTP compliant systems

When addressing a form or specifying the recipients for a suggested route, the dialogs that appea
are specific to the type of e-mail system that you're using. Each mail system provides its own
method for selecting recipients, specifying a subject and choosing various send options.

**Informed provides built-in support for SMTP (Simple Mail Transfer Protocol) and displays its
own address book and dialogs for addressing mail and selecting recipients. See “SMTP Mail” later
in this chapter for more information.
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Macintosh Mail Plug-ins

On Macintosh Informed Filler comes with the Mail (SMTP) plug-in to support SMTP compliant
mail systems. Informed displays its own address book and dialogs for addressing mail selecting
recipients. See SMTP Mail below for more information.

SMTP Mail

The SMTP (Simple Mail Transfer Protocol) plug-in allows Informed Filler to connect directly to
your organization’s SMTP server for sending forms over the Internet.

Addressing using SMTP

When addressing mail using SMTP on Windows or Macintosh, you'll see the following dialog:

b~ Select Recipients

Show names from the: IPETSCIV'El' book d

MNames: Recipients:
Bob Sacamano = A PR Kenrny Banpa -
Coamo Kramer ; i

Cc oz

Boc x>

- HEI‘ﬂD‘\"E | =

Edit... | Meww. .. |

il | ] I Cancel

You select a recipient from the Names list, then click ‘To,’ ‘CC’, or ‘BCC’ to add the person to the
Recipients list.

To remove a recipient:

1. Select the name in the Recipients list, then click ‘Remove.

You can also use the Select Recipients dialog to add new addresses to your address book. To enter
an address that is not available in the Names list:

1. Click the ‘New’ button. The Add New Recipient dialog appears.
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|_ = Add New Recipient

Mame:
|| | Toox» |

Address: Cc >>

_ e |
| | Bee sy |
_ G|

Put thiz entry

& |nthe: IPersonal book 'I

£ |n this message only

2. Enter the recipient’s name and e-mail address in the appropriate text boxes.

You can also choose to add the new recipient to your address book or simply use the recipient
in the current message.

Put thiz entry
& |nthe: |Perzonal book j

" In thiz meszage only

3. After entering all the recipient information, click “To,” “Cc,” or “Bcc.” The new recipient will
appear in the ‘Recipients’ list on the Select Recipients dialog.

Configuring the SMTP Plug-in

You must specify your SMTP server and e-mail address before you can send forms using the SMTH

plug-in.

1. Click the ‘Settings’ button on the Send dialog box and enter the appropriate information on the
Mail System Settings dialog box.

|._,_._ Mail System Settings m |

S M TF‘ S Erver:
|1 42.200.9.17% |

Beturn E-Mail Address:
|gSI‘I‘Iilh@'WD[|dGDID.GDI‘I“ |

ok I Cancel |

Note If you don’t know the address of your SMTP server, contact your e-mail administrator.
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The SMTP Address Book

The list of addresses that you see on the SMTPMail Send dialog box can be obtained either from an
internal SMTP address book that you create and maintain, or from an external address book such as
the one associated with your e-mail system’s client. To configure your address book:

1. Choosddit > Preferences to display the Preferences dialog, then click the Mail icon in the
scrolling list. The Mail Preferences panel appears.

2. Select ‘Internet Mail (SMTP) from the ‘Mail Service’ drop-down list, then click the ‘Address
Book’ button. The Address Books dialog appears.

|. = Address Books =
Show names from the: IF'ETSDnEd book. d
Narmes:
Beb Cacamana = Edit.. |
Cozmao Kramer

Mew...

Remove

i

Impart... | Ok I Cancel |

The default setting for the SMTPMail address book is ‘Personal book. You maintain this address
book by manually adding, removing, changing, or importing addresses.

To add a new address:

1. Click ‘New’ to display the Entry Properties dialog.

L. Entry Properties |
fl ame:

| |
Addrezz:

2. Type the recipient’s name and address in the appropriate text boxes, then click ‘OK.’
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To remove an address:

1. Selectitin the ‘Names’ list on the Address Books dialog, then click ‘Remove.’

To make changes to an existing address:

1. Selectitin the ‘Names'’ list, make the appropriate changes on the Entry Properties dialog, then
click ‘OK.

If you want to add addresses that already exist in another location, click the ‘Import’ button. The
standard Open dialog box appears. Select a file to import, then click ‘OK’ (Windows) or ‘Open’
(Macintosh). The file is imported and the addresses are displayed in the internal SMTPMail addres:
book. When you have finished adding or editing addresses, click ‘OK.’

The SMTP plug-in does not provide a “send later” capability. You must have a live TCP/IP con-
nection to your SMTP server when sending forms.
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Form Tracking

In this chapter:

How it Works 11-2
Tracking Forms 11-3
Displaying a Form’s Tracking Status 11-4
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Form Tracking

The purpose of form tracking is to provide you with a quick and easy way to find out where aform
isin the routing process. After filling out aform and sending it to the next step, you can choose a
single command to see any subsequent steps that the form has travelled, and on whose desk the
form currently sits. Form tracking provides a quick alternative to “physically” tracing the path of a
form to find its current location.

Howv it Works

Note

When you send aform to another person, the data of the form is stored in afile and attached to an
electronic mail message. In order to track aform, the information detailing each step that the form
travels must be stored in a central database that’s accessible by all Informed Filler users.

Asaform issent from person to person, the tracking status for the form is updated. Informed Filler
does this by storing information, including the sender and recipient names, the date and time that
the form was sent, and attributes that identify the form, in the tracking database. When you request
the tracking status of aform, Informed Filler connects to the tracking database and retrieves the
tracking details pertaining to the particular form.

Form Tracking Status
DATESENT _ RECIPIENT PRNUME
1986-08- 19 Sandy Beech 608068 PN
1996-09-03 John Nelson 9602068 B
=

If your organization uses HT TP for tracking, Informed Filler will launch your web browser and
display the tracking information on aweb page.

Form tracking requires configuration using Informed Designer. Informed Filler can track forms
using any database that is accessible via Informed data access plug-ins.
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In order for form tracking to work, you must have the data access plug-in with which form tracking
is configured installed in your plug-ins folder. You must also have the Tracking plug-in installed.
These plug-ins are installed automatically when you install Informed Filler.

Depending on the type of tracking database you use, you might also require additional database cli-
ent software. The installation and configuration of this software is a function normally performed
by the form designer or database administrator.

Tracking Forms

If atemplate is configured for form tracking, any form that you send using that template will be
tracked. When you send aform, Informed Filler will automatically open or connect to the tracking
database and store the tracking information. In order to track aform, your computer must be con-
nected to the network and the tracking database must be accessible. If you are not connected when
you send aform (some e-mail systems allow you to send a message while disconnected from the
mail server), Informed Filler will send the form, but the tracking database will not be updated.

The tracking of aform occurs after the send process has completed. During the tracking process,
Informed Filler displays a progress dialog box.

Tracking form...

Depending on how form tracking was configured for the template you are using, you might be
asked to enter information necessary to connect to the tracking database. The specific dialog box
that you see and the particular parameters that you are asked to enter vary depending on the type of
database being used for tracking purposes. Below is the dialog box you might see if tracking is
linked to a Sybase database.

Database Login For “Sybase”

User 1D [ gwhittaker |

Password | sssccese |

Cancel 0K

If you are unable to enter the information requested, please request help from the form designer or
database administrator.
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Displaying a Form’s Tracking Status

The tracking status of aform refersto the information that details each step that aform hastrav-
elled. For example, suppose that Joe fills out aform, signsit, then sends it to Sandy for approval .
Sandy then approves the form and sends it to John for final approval. At this point, the tracking
information would detail the dates and times that the form was sent from Joe to Sandy, and then
from Sandy to John. Since the last routing step shows that the form was sent from Sandy to John,
we know that John has yet to approve the form and forward it for processing.

To display the tracking status for the current record:

1. Choose View > Tracking Status.... Informed Filler will connect to the tracking database and
retrieve the tracking information.

Form Tracking Stetus
ONTES Y CIFIRn are
-00-9 Savdy Beech CEICtES
W03 Jobny Melzon (= e e X3
Note If your organization uses HTTP for tracking, Informed Filler will launch your web browser and

display the tracking information on aweb page.

If no tracking information for the current record is found in the tracking database, you'll see a
message indicating so.

Each row on the Tracking Status dialog box corresponds to one step that the form hastravelled.
Depending on how form tracking was configured, you might not see all information in the width
of the scrolling list. If this occurs, you can select any row in the scrolling list and click the ‘De-
tails' button to display all information for that row.
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=——— Tracking Details =——

DATESENT : 1996-08-19 uta
RECIPIENT : John Melson
PRNUMB : 9608063

7]

The Tracking Details dialog box includes the standard tracking information as well as any cus-
tom information that the form designer has included when configuring the form template for
tracking.

Aswith tracking forms, you might be asked to provide connection or logon parameters neces-
sary to connect to the tracking database when you choose the Tracking Status command. See
“Tracking Forms” earlier for more information.

2. Click OK to close the Tracking Details and Form Tracking Status windows.



11-6 : Form Tracking



Submitting Forms

In this chapter:

Overview 12-2
The Submit Command 12-2



12-2 : Submitting Forms
Submitting Forms
Important stepsin forms processing often involve accessing data in other information systems.
When you fill out aform, for example, information might be ‘looked up’ in other places. When a
form has been completed and approved, its data might be ‘ submitted to’—or stored in—some other
information system.
This chapter explains how you can submit records using Informed Filler’s Submit command. For
information about lookups, please see “Lookups’ in Chapter 3, “Filling Out Forms.”
Note Since the form designer can customize the menus you see in Informed Filler, it's possible that
the Submit command has been removed or its name changed.
Overview

With paper forms, aform is submitted by re-keying its datainto an information system such as an
accounting system or database. With Informed, the form designer can configure form templates so
that submission occurs electronically by the simple selection of amenu command or the click of a
button. Electronic submission eliminates unnecessary data entry and associated errors.

Access to other information systems is available through the data access plug-insinstalled in your
Plug-ins folder.

Depending on the type of database or “data destination” that you submit records to, you may also
require additional database client software. The installation and configuration of this softwareisa
function normally performed by the form designer or database administrator.

The Submit Command

To submit arecord:

1. ChooseFile > Submit. (The Submit command is available only if the form template has been
configured for form submission by the form designer.)

If the form window is active, the Submit command submits the current record. If the Record
Listisactive, all selected records are submitted. For more information about submitting multi-
ple records, see “ Submitting Multiple Records’ later in this chapter.

When Informed Filler submits arecord, it first connects to the data destination for which form sub-
mission is configured. You might be prompted to enter some information, such as your name and a
password, when arecord is submitted. This depends on the particular type of data destination and
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how the connection is configured. The form designer can include the necessary connection infor-
mation in the form template itself or leave it blank. For example, for atemplate configured to sub-
mit to an Oracle database, if the form designer did not include auser ID and password in the
template, you'll see the Oracle connection dialog box when Informed Filler submits a record.

Database Login For “Oracle”

User ID [ gwhittaker |

Password | [ITTTTTY) |

The exact appearance of the connection dialog box varies depending on the particular type of data
destination that the template is linked to.

When a data destination receives a submitted record, it might reply with a message indicating that

the record was successfully accepted, or it might report an error. This, again, depends on the type of
data destination and the details of how form submission is configured.

Submitting Multiple Records

To submit multiple records to the configured data destination when the Record List is active:

1. Select the records that you want to submit (with the Record List in front)

S[I=—— Invoices - Record List =——H
Invoice No i Date Sold To
00101 6/29/96 John's Blue Sky Shop 4
00102 6/29/96 Clark Gas Supplies ]
00103 7/14/96 Malkin's Bed & Breakfast

0| oo104 7429796 Nigel's Books & Beer ]
00105 T/29/96 Strudel by Joan L

5 Records 1 Selected (<) =1}

2. ChooseFile > Submit. Informed Filler submits the selected records.

If an error occurs during the submission process, a message appears indicating so, and the Sub-
mit command is halted. The record containing the error, along with any remaining selected
records that weren’t submitted, are tagged with the tag name “Records not submitted.”

For information about tagged records and how to use the Record List, see “Tagging Records’ and
“The Record List” in Chapter 8”
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Successful Submit Indication

You can confirm that a record was successfully submitted by viewing the record information.

1. ChooseView > Record Infermation. The Record Information dial og appears showing the
details of the record. A date and time next to the * Submitted’ label indicates that the record was
submitted successfully.

< Record Information = x|

Created: Friday, August 04, 2000 11:06 &M
Modified: Friday, August 04, 2000 11:06 &M
Printed:

Mailed:

Submitted: Friday, August 04, 2000 11:06 &M

2. Click ‘OK’ to dismissthe dialog.

Errors When Submitting Records

When you submit arecord, it is necessary that the data destination to which the templateis linked
be available. If Informed Filler is unable to find or connect to the data destination, you'll see an
error message indicating so.

Depending on the type of data destination, the specific error message and the options available will
vary. For some data destinations, the error is described and the submission is canceled. For others,
options include looking for the data destination.

For some types of data destinations, errors can occur even when the data destination is found and a
connection is made. If, for example, form submission is configured to insert information into a
Sybase database and the required database table is not found or is unavailable, you'll see an error
dialog even though Informed Filler is able to connect to the database server.
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Exchanging Information

Informed Filler allows you to easily transfer information between different Informed documents,
different applications, and even different computers. You can export information to applications
such as spreadsheets, accounting systems, or other databases. You can import information from
other applications or computers to automatically complete forms without having to re-enter data.

Transferring information from one form or application to another is a two step process. It involves
first storing the information in afile using a standard format that’s understood by both the sending
and receiving applications. This step is called exporting the data. Once the information has been
exported, any application can then import it for further processing or storage.

In this chapter you'll learn about the standard file formats that Informed understands. You'll also
learn how to use the Import and Export commands.

File Formats

For purposes of exchanging information Informed Filler supports several file formats: delimited
text, Informed Interchange, Informed data and XML.

Delimited Text Files

A text fileisdivided into lines of information. Each line contains one or more values, each sepa-
rated by a delimiter character. A single value corresponds to one cell or field of information (for
example, the invoice number on an invoice form).

Suppose that a form contains employee information consisting of the employee name, number, and
salary. The following figure shows what might be the contents of atext file that contains the datafor
three compl eted employee records.

Cell names (merge format)

I
I I
Nane, Nunber, Salary
"Smith, John", "1092", 34500.00
"Thonpson, Karen", "0019", 37390.00
“Dawson, Bill", "0420", 44100.00

e

Comma delimiters

Each cell value is separated from the next with a delimiter character. An application that imports a
delimited text file uses the delimiter characters to separate asingle line into individual values.
Informed Filler supports the tab or comma delimiter characters.



Exchanging Information : 13-3

Quote Characters

Often cell values are enclosed within quotation marks. Thisis particularly important if a delimiter
character can occur within a cell’s value. For example, in the previous figure, the comma character
separates the first and last parts of each name value. Since the commais also the delimiter charac-
ter, it’simportant that each name value be enclosed within double quote characters. If quote charac-
ters were not used, the last and first names would instead be interpreted as the Name and Number
cells, respectively.

When you export records, Informed Filler automatically surrounds a cell value with double-quotes
if the value contains a delimiter character. When you import records, these characters are ignored.
For more information, see “ Exporting Records’ and “Importing Records’ later in this chapter.

Merge Format

In the text file shown in the previous figure, the first line contains the cell names of the information
in the file. Many applications require that this convention be followed. The cell names are used by
an application that imports the text file to automatically identify the contents and organization of
thefile. This characteristic of atext file is often called the merge format.

Tables

Tables on aform contain rows and columns of data. On aform drawn with Informed Designer, each
column represents one cell. A column cell can store multiple values, one for each row.

When you export arecord that contains atable, Informed Filler stores the contents of the table
either column-wise or row-wise. This means that the information in the table is organized either
column by column or row by row. You choose which method to use by clicking a control on the
Export dialog box (see “Exporting Records” later in this chapter).

If you choose to export tables by column, the rows of a column cell occur grouped together, each
separated by a specia row delimiter character. The ASCII code of the row delimiter character is
decimal 29. The following figureillustrates how atable is exported by column.

Name _John Smith

Telephone _(408) 555-1290

Date Amount
1/23/90 55,00
2/11/90 120.50
2/15/90 279.90

Row delimiter characters

Nanme, Tel ephone, Date, Anpunt | ! | |
John Smth, (408) 555-1290, 1/23/90|2/11/90|2/15/90, 55|120.5|279.9
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For each column, Informed Filler automatically combines the values of each row and separates
them with the row delimiter character (as shown on the previous page). When you import data, the
row delimiter characters are used to divide a column into individual row values.

When you export records that contain tables, if you intend to later import the information using
Informed Filler, you must export tables by column and not by row. Informed Filler can’t import
atext file that contains table information organized by row.

When you export tables by row, Informed Filler stores the information from atable onerow at a
time. Each row is stored on anew linein the text file. If you include afield cell when you export a
table, Informed Filler will repeat the field's single value for each row of the table exported. For
example, suppose that when you export the record shown in the previous figure, you choose to
export tables by row instead of by column. The example below shows the text file that Informed
Filler would create.

Nane, Tel ephone, Dat e, Anbunt

John Smith, (408) 555-1290, 1/ 23/ 90, 55
John Smith, (408) 555-1290, 2/11/90,120.5
John Smith, (408) 555-1290, 2/15/90, 279.9

Notice that the text file contains three lines of data, one for each row in the table. The Name and
Telephone cell values are repeated on each line.

If you export arecord that contains more than one table, the table with the most rows filled out
determines how many rows are exported. The following example shows how a record with two
tables would be exported.

Name _John Smith

Telephone _(408) 555-1290

Date Amount Interests
1/23/90 55.00 Golf
2/11/90 120.50 Music
2/15/90 279.90 Art

Antiques

Fishing

Name, Tel ephone, Dat e, Amount , | nt erest s

John Sm th, (408) 555-1290, 1/ 23/ 90, 55, Col f
John Smith, (408) 555-1290, 2/11/90, 120. 5, Musi c
John Smith, (408) 555-1290, 2/ 15/ 90, 279. 9, Art
John Smth, (408) 555-1290,,, Anti ques

John Smith, (408) 555-1290,,, Fi shing
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In this example, the table of interests contains more rows than the table of transactions. The text
file, therefore, contains five lines of data and not three. The values of the Date and Amount column
cells areleft blank on the fourth and fifth lines. As always, the field cell values are repeated on each
line.

The option to export tables by row is most useful when you’re exporting information to arelational

database application or a spreadsheet. With relational databases, the information on many formsis

often represented using more than one related file. If you were to store the form shown in the previ-
ous examplein arelational database, you might use three files—or tables—to store the client, trans-
action, and interest information.

When you transfer information from a form with tables to arelational database, it might be more
appropriate to export and import each table separately. Asyou'll learn in *“ Exporting Records” later
in this chapter, you can choose which cells to export and their order. With this ability, and with the
option to export tables by column or by row, you can more easily exchange information between
Informed Filler and other standard applications.

Multi-line Cell Values

You can type more than one line into atext cell by pressing Enter or Return at the end of each line.
Since the end of aline has a special meaning in adelimited text file (it separates records or rows of
tables), an exported cell value cannot contain end-of-line or carriage return characters. Therefore,
when you import and export records, Informed Filler automatically converts carriage return charac-
tersto vertical tabs (ASCII code 11). Most applications, such asword processors, will interpret
each vertical tab character asthe end of aline.

Limitations of the Delimited Text File Format

Asits nameimplies, a delimited text file stores textual information only. When you export records
from forms with pictures or signatures, Informed Filler automatically converts picture and sigha
ture values to text. Note, however, that only Informed Filler understands the format of pictures and
signatures stored in this manner. A delimited text file containing pictures or signatures, therefore,
can be imported only using Informed Filler.

A stylized text valueis a value that combines different fonts, sizes, and styles (bold, underline,
italic, etc.). When the form is created, the form designer decides which text cells can alow style
changes. Asyou fill out aform, style changes are made by choosing different settings from the
Style submenus (see “Entering Text” in Chapter 3 for more information).

In text format, avalue such as:

‘Thisisa Sty' ized text vaie,

is stored as:

‘This is a stylized text value’
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If it'simportant to preserve pictures or the style information of text, use the Informed Interchange
format instead.

Chapter 7, “Annotation,” explains how you can attach notes to any record. A note can be acomment
or special instructions for a particular record. When you export records to atext file, all notesare
ignored. You can include notes only if you use the Informed Interchange format.

Informed Interchange Files

Informed Interchange files contain the data for one or more records and are used primarily for
transferring information between different versions of Informed, or between Informed Filler and
other custom applications that understand this format.

The Informed Interchange file format stores all types of information, including stylized text values,
pictures, signatures, and annotation. It does not, however, store any files that have been attached to
arecord using Informed Filler's attachments feature.

Informed Data Files

Informed datafiles are Informed’s own proprietary format. Each Informed datafile is a database
that contains all the data for one or more records.

The Informed datafileis not a standard format. Only Informed applications can understand and
store information in this format. Although you can import files of this format, you cannot export
records as Informed datafiles. If you're transferring information to a different (non-1nformed)
application, use the delimited text format instead.

XML Files (Windows Only)

XML (Extensible Markup Language) provides away of sharing both the format and data of a docu-
ment over the World Wide Web, intranets and el sewhere. When you export as XML, the resulting
file contains al data, pictures and digital signatures, but does not include any annotations or attach-
ments that were part of the form.

In order to import and export XML files, you must have MSXML.DLL v5.0 installed by
Internet Explorer 4 SP2 or |ater.
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Exporting Records

To export one or more records:

1. ChooseFile > Export. The Export dialog box appears.

Export
Cells on form Cells to export
— =
Arnount 4> [ ar
Backorder || Move |
CoTlect » Mouve All »
Date
Description -
Fed ID - |
FEB o[« Move Al o
rData Format
I Tab delimited text VI [ Merge format [] Use quotes
-rExport ——— rExport tables Export to
@ Current record @ By column @ New file
O Collected records O By row O Existing file
save Settings [ cancel ][ Enport ||

2. The Export dialog box contains two scrolling lists. The list on the left shows all cells on your
form. Thelist on theright contains the cellsthat will beincluded (and their order) when records
are exported. Thislist isinitially empty. You move cells from onelist to the other by clicking
the buttons located between the two lists.

Amount Date Shipped e
Backorder I
et » Move All »

Date

Fed ID Move

FOB | [« Mouve All « =

To move asingle cell from onellist to the other, select the cell’s name in thelist then click the
‘Move' button that pointsin the appropriate direction, or double-click the cell’s name. The cell
isremoved from thelist in which it's currently contained and added to the other list. Cellsinthe
|eft list are sorted alphabetically. Cellsin theright list appear in the order that you movethemto
that list. Clicking a‘MoveAll’ button moves all cells from one list to another.

3. Select adataformat from the ‘ Data Format’ drop-down list.

Data Format

I Tab delimited text VI [< Merge format [] Use quotes
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If you select ‘ Tab delimited text’ or ‘ Commadelimited text,” you can further choose whether or
not to use the merge format or quotes options. If you check the ‘Merge format’ checkbox,
Informed Filler will list each cell name on the first line of anew text file. In order to import a
text file of information, some applications require that the merge format option be used.

Note If you intend to later import the exported data back into an Informed data document (using
Informed Filler), you must use the merge format option when you export the records.

When you export records, cell values that contain delimiter characters are automatically sur-
rounded with double quotes (asin "value"). Delimiter charactersinclude either of the commaor
tab characters, depending on which data format you've chosen. If you select the * Use quotes
option, all cell values with the exception of numbers will be surrounded with double quotes. If
aquoted cell valueitself contains a double quote, that character will be replaced with asingle
guote before the value is exported.

When using a delimited text format, any date, time, number, name, picture, and signature val-
ues export according to the formats listed in the following table.

Export Formats

Data type Export format

Date M/DIYY

Time H:MM:SSAM

Number Generd

Name All partsin full form

Picture Informed-specific ASCII format
Signature Informed-specific ASCII format

If you select the ‘ Informed Interchange’ option Informed Filler lets you choose whether or not
notes are to be included with the data of each record. If you check the ‘ Include notes’ check-
box, any notes that are attached to the records being exported will aso be included. When you
later import the records, al notes will automatically appear on the same pages and at the same
positions as they were on the original records.

Data Format
’VI Informed Interchange VI [ Include Notes

4. Select the ' Current record’ or ‘ Collected records’ option. If the form window isin front, you can
export either the current record or all recordsin the collection. If the Record List window isin
front, you can export al records on the Record List or only those that are selected.

@ Current record @ Entire Record List

Export Export
’r O Collected records O Selected records only
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5. Click one of the ‘Export to’ radio buttons to specify whether you want to export into a new or

7.

Note

append the information to the end of an existing file.

If you export records from the same form template using the same options on aregular basis,
you can click the * Save Settings' button and Informed Filler will remember the current settings
on the Export dialog box. The next time you choose the Export command, the options will
automatically configure according to the last saved settings.

Click ‘Export’ to begin the export process. If you're exporting to anew file, you'll be asked to
name the file and specify where to storeiit. If you're exporting to an existing file, you'll be
asked to select the file to append the information to.

When you export recordsto an existing file, Informed Filler doesn’t check to make sure that the
information you're exporting matches the information that already existsin the selected file.
Therefore you could, for example, accidentally export invoice data to an existing file that con-
tains information for purchase order forms. Please use caution when selecting the existing file.

After you create a new file or select an existing file, Informed Filler will begin exporting the
records. Progress information is displayed as exporting occurs.

|

Exporting records...

Importing Records

To import information into a data document:

1

ChooseFile > Import. The Import dialog for your operating system appears, alowing you to
select which files to import.
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21X
Look in: Ij Samples LI (] i g
E8 CALENDAR LBLEMPINF L8 INVOICEL £ PERSMMEL
H8) CHANGE 8 ENGCHNGE 28 INVOICE2 B PRICECAT
{8l CLNTBILL LBLEXPENSE LB MTGAGNDA 2} PROFORM
18] CREDIT fRlFax1 LB NEWEMP Bl PROPOSAL
8l DELING LBIFAx2 LELORDER B2 PURCHASE
8l DLYCASH PRHIRE L8 PERFORM 28 QTECOMP
< | 3
File name: |
Files of type: |AII Files [*.%) L] Cancel |

2. Select thefile format that you want to import from the ‘ Files of Type' drop-down list. The
scrolling list of fileswill show only those files that match the selected data format.

3. Select the file you want in the scrolling list and click *OK’ to import the data. If you hold down
the Shift or Ctrl keys you can select multiple files at one time.

Note As a shortcut to the Import command you can drag afile onto the form window of the data doc-
ument that you want to import into.

The Import Process

When Informed Filler imports afile, it starts by comparing the contents of the file with the form
template used by the data document into which the data is being imported. By reading header infor-
mation in the selected file, Informed Filler can identify and match the cellsfound in the file with
those on the form template. If no cells match, the Import command is cancelled and the following

message is displayed.

0 There are no recognizable cell names in the file “Inventory Data ™.

If the above error occurs, it's likely that you've selected the wrong file to import. For example, you
may have attempted to import afile containing inventory datainto your purchase order form.

If at least one cell matches but there are extra or missing cellsin the file being imported, you'll see
either or both of the following messages.
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There is 1 cell in the file “Oct 96 * that does not exist in your
form. This cell will be ignored.

[ cancel ] | continue ]|

“Inventory Data”. If you choose to continue, this cell will be blank

f There is 1 cell on your form that cannot be found in the file
on the imported records.

[ Cancel ] [[ Continue ]]

These messages are meant to warn you that the datain the file being imported doesn’t exactly
match the form template used by the data document that you're importing into. Either cells on your
form cannot be found in thefile, or cellsin thefile are found that don’t exist on your form. Click the
appropriate button to continue or cancel. If you choose to continue, any unrecognizable cellsin the
file being imported will beignored. Cellsthat appear on your form but are missing in the filewill be
blank for the imported records.

Note If acell on your formis not found in the file being imported, and that cell has a default value,
the cell won't be blank for the imported records. Instead, the default value will be used.

Asrecords are imported, Informed Filler displays progress information.

Importing records...

.

You can cancel the import process by clicking ‘ Cancel.

As each record isimported, Informed Filler checks to make sure that the data read matches with
what is actually expected. It checks for extra or missing values, and for values that are incorrect in
type. As an example, consider the comma delimited text file shown below.

Nane, Phone, Sal ary, Title, Start Date

"Smith, John","498-0938", 35950, "Product Filler","3/21/89"
"Robertson, Dale","439-6628", 39200

"Jones, Tont, "482-7139", 31990, "Seni or Editor","9/17/89"
"Harrison, Karen","42-1099", 42500, "Area Supervisor","3/18/88"
"Dawson, Janice", "420-1029", 28770, "Sal es Rep.", "abcdef g"

"Roy, Dan","487-3092", 33290, "Anal yst","1/7/90","An extra val ue"
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Assume that the form into which the file is being imported contains the cells called ‘ Name,
‘Phone, ‘Salary,’ ‘Title, and ‘ Start Date.” Also assume that these cells have the respective types
name, character (with aformat that accepts valid phone numbers only), number, date, and text. The
following table lists the errors that Informed Filler would recognize while importing the previous
text file.

Errors in Text File
Record Is Correct?

1 yes

2 no missing values for Title and Start Date
3 yes

4 no invalid value for Phone

5 no invalid date value for Start Date

6 no too many values

Thistable lists three types of detectable errors: too many values, not enough values, and invalid val-
ues. In addition to these errors, Informed Filler will also warn you when the number of valuesfor a
column cell exceeds the number of rows in the corresponding column on your form. In any case,
when an error is detected, you'll see a message that describes the error and offers three options.

Record 2 is missing 2 values. ‘Would you like to import the record
as is, skip the record, or stop importing?

[ stop ][ import | [ skip ||

If the file being imported is an Informed Interchange file, the name of the user who originally
exported or stored the record might appear on the message dialog.

When an error is detected, you can choose to import the record anyway, skip the record and con-
tinue, or stop the import process. If you choose to import the record, any extra values are ignored.
Missing or invalid values will be blank on the imported records.

If any errors were detected, Informed Filler will report the number of records imported and the
number of errors detected after all forms have been imported, or after you cancel or stop the import
process.

Importing Notes

Chapter 7, “Annotation,” describes how you can attach anote or comment to any record that you fill
out. As explained in “Exporting Notes” earlier in this chapter, Informed Filler can export notes
along with the data of each record if you use the Informed Interchange data format.
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When you import records from an Informed Interchange file or an Informed datafile, any notes
found with the records are imported as well. Informed Filler tries to position the notes on the form
according to where they were originally located. However, realize that this position is relevant only
if the data document you’'re importing the records into uses a form template that matches the one
that the notes were originally attached to. If you're transferring information between two different
types of forms, the original position of each note might not be meaningful.

If anote was originally positioned on a page that doesn’t exist in the form template of the data doc-
ument that you're importing into, instead of deleting the note, Informed Filler will automatically
move it onto the work page. (For an explanation of the work page, please see “ The Work Page” in
Chapter 3.)
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Form Template Distribution
Onceaformisdesigned, it is distributed to the Informed Filler users who fill it out. Forms distribu-
tion can be asignificant cost for many organizations. Users must be notified of new form templates
and these templates must be obtained before they can be filled out. The distribution of new versions
of existing form templates can be more costly due to the frequency with which templates are
revised.
This chapter explains the form template distribution features that are built into Informed Designer
and Informed Filler.

Background

Informed Filler allows form templates to be accessed either locally on your computer’s hard disk,
or viaanetwork file server. The location that Informed Filler looks for templatesis, by default, ina
folder named “TEMPLATE” (Windows) or “ Templates’ (Macintosh) located in your Informed
folder. Thislocation can be specified and changed using Informed Filler’s Preferences command.
For more information, please see “Moving Folders’ in Chapter 1 of this manual.

Storing templates locally means that you can use the templates any time, even while disconnected
from the network. Storing templates locally, however, means that you must copy the templates that
you want to use to your hard disk both when the template isfirst created, and each time the template
isrevised.

Accessing form templates from a central file server simplifies distribution. When a new template is
designed, the forms designer places the template in the appropriate directory or folder on the desig-
nated file server. When atemplate is revised, the existing template on the file server is replaced with
the new one. To fill out forms, however, you must have access to the file server.

Howv it Works

When using Informed’s built-in distribution features, the distribution of aform templateis donevia
one or more distribution centers and assumes that you are storing templates locally for use with
Informed Filler. A distribution center is a place where distributed form templates are stored. The
forms designer maintains the distribution centers and the distributed templ ates that are available at
each center.

Informed supports different types of distribution centers. Access to a particular type of distribution
center is provided through an Informed distribution plug-in. At the time this documentation was
prepared, Informed Designer and Informed Filler included distribution plug-ins for accessing file
servers and FTP servers.
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In order to access a particular distribution center, you must have a distribution center profile for the
center. A distribution center profile identifies a distribution center and includes the information nec-
essary to connect to the center.

The forms designer creates the distribution center profiles for the distribution centers used in your
organization. These filesmust be installed in your “DISTCTRS’ (Windows) or “Distribution Cen-
ters’ (Macintosh) folder. Thisfolder isfound in your “PREFS’ (Windows) or “ Preferences’
(Macintosh) folder which, by default, islocated in your Informed folder.

Accessing Distribution Centers

When you choose File > New Document, the dialog box shows controls for accessing distribution
centers and selecting distributed form templates.

New Data Document

® Select from the templates below to create a new empty data document
from an available template.

'.rm ] ® Click "Add Other Template..." to add another template to your templates
folder.
[£3 Services »
- Description:

[ Local Templates al -
ala
(1 world Corp Templates |
= =

Choosing ‘ Services' from the drop-down list reveal s the distribution centers that correspond to the
distribution center profilesinstalled in your distribution centers folder. The details of selecting dis-
tributed templates can be found in Chapter 2, “ Document Management.”

Once you've selected a distributed template, Informed Filler will copy it to your templates folder.
The template is then available for use to fill out and manipulate forms.

When you open aform data document, Informed Filler examines the Template ID to determine
which templateis required to view and manipulate the form data. It then searches your Templates
folder for atemplate with a matching Template ID. If the required template is found, it is opened
along with the data document. If the required template is not found, and distribution information is
found in the data document, Informed Filler will connect to the distribution center and obtain the
template. If the data document does not contain the distribution information needed to obtain the
template, you are presented with adialog box similar to the New Data Document dialog box. With
this dialog box you can access a distribution center and select the appropriate form template to use.
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Checking for Revisions

Note

Included in adistributed form template is adistribution list for the template. A distribution listisa
list of distribution centers at which the template is available. Occasionally, Informed Filler will
connect to adistribution center and check the distributed template for a new, available version. The
form designer specifies how often arevision check occurs. If the form designer has allowed it, you
can change the setting for how often Informed Filler performs arevision check.

1. ChooseEdit > Preferences and click the Revisionsicon to display the Revisions panel. The
Revisions panel is available only if the form template is a distributed templ ate.

< Preferences i X|
-~
=
eneral
9 —
q

G
Printin

&

Security

Revisions Preferences

Revision Checking

Check: I Each time the template is opened j

[V Always ask before getting new revisions

Revisions

oK I Cancel

2. Select an option from the * Check’ drop-down list. The options available include:

Each time the template is opened
Once every day

Once every week

Once every month

Never

If you select the ‘ Never’ setting, Informed Filler will not check for revisions. With this setting, the
only way to check for anew revisionisto click the ‘ Check For New Revision’ button on the Revi-
sion Status dialog (see “ Revision Status’ at the end of this chapter).

Theform designer can lock this setting so that you cannot changeit. If the setting islocked, you
will not be able to choose a different setting.
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The distribution list for atemplate can include more than one distribution center. The forms
designer may have made the distributed template available at multiple distribution centers so that if
operation of one center isinterrupted, the distributed template can be accessed at a different center.
When arevision check occurs, Informed Filler will attempt to check the distributed template at the
first distribution center in thelist. If this distribution center isinaccessible, it will try the next center
inthelist, and so on, until the revision check is successful. If Informed Filler is unable to connect to
any of the centersin the template’s distribution list, a message will appear indicating so. The mes-
sage you see might be the one shown below, or it might be a custom message specified by the form
designer.

unable to access the required distributed template. Would you Tike
to continue using your current version or cancel opening the
template?

f In an attempt to check for a new revision, Informed Filler was

To skip the revision check, click ‘ Continue.” Informed Filler will open and use your current version
of the template. To cancel opening the template, click ‘Cancel’ instead.

If arevision check occurs and Informed Filler detects that a new revision of the templateis avail-
able, you'll be notified with a message as shown below.

update your copy now, continue using your current version, or

ﬁ A new revision of the template is available. Would you Tike to
cancel the operation?

[ cancel | [ Continue |

You can update your copy of the template with the new revision, ignore the new revision and con-
tinue using your current version, or cancel the operation. If you choose the Update option, Informed
Filler replaces your template with the new version. If the new version includes changes that affect
the information that is contained on the form, Informed Filler will update the datain the active data
document to reflect these changes. For more information, see “Updating a Data Document” in
Chapter 2, “Document Management.”

Revision Status

Each form template has a status and a status message. The forms designer sets these to provide you
with an indication of the intended use of the template and any associated cautions.

To see the status and status message for the active template:

1. ChooseView > Revision Status. The Revision Status dialog appears.
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< Revision Status x|

— Revision Information

Template Status: Current
Revision ID: 1
Last Revision Check: ‘“Wednesday, July 26, 2000 9:09 AM

Distribution Centers:  MyFormPlace

— Status M ge

Check For New Revision

The template's status can be Current, Non-current, or Discontinued. Current implies that the
template is the most up-to-date version. Non-current indicates that a newer version of the tem-
plate is available, but you can still fill out forms using the non-current version. The discontin-
ued status refers to atemplate that has become obsol ete and should no longer be used to fill out
new forms.

To remind you of atemplate's current status, the forms designer may configure the template to

automatically display the status and status message whenever you request to add a new record.

The forms designer can also prevent you from adding new records to discontinued templates.
To seeif anew revision of thetemplate is available:

1. click the‘Check for New Revision’ button. Informed Filler will perform arevision check and
advise you of the template's status.

< Informed Filler ﬁ

( \i) Your local copy of this template is up to date.

2. Click ‘OK’ to close the message, then click ‘OK’ to close the Revision Status dialog.

Note If anew version of the templateisavailable, Informed Filler will advise you and ask if you want
to download the new version.
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Appendix A - Name Prefixes and Suffixes

As described in Chapter 3, “Filling Out Forms,” Informed Filler allows you to store names using
the name cell type. With the name cell type, Informed Filler always displays a name according to
the cell’sformat, even if you enter a name differently. For more information, see  Entering Names’

in Chapter 3.

In order to identify the different parts of a name, Informed Filler uses the list of prefixes and suf-
fixes shown in the following tables.

Prefixes
Full Prefix

Abbot
Admiral
Airman
Ambassador
Archbishop
Archdeacon
Army
Assemblyman
Assembywoman
Assistant
Associate
Attorney
Baron
Baroness
Baronet
Bishop
Brigadier
Cadet
Canon
Cantor
Captain
Cardina
Chairman
Chairperson
Cancellor
Chaplain
Chief
Colond
Commander
Commodore
Congressman

Abbreviation

Adm.
Amn.

Brig.
Cdt.

Capt.

Caol.
Comm.

Cong.

Full Prefix

Congresswoman
Corporal
Count
Countess
Dame
Doctor
Duke
Duchess
Excellency
Ensign
Father
First

Fleet
Generd
Governor
Grade

Her
Highness
His
Holiness
Honorable
Judge
Justice
King
Knight
Lady
Lieutenant
Lord

M.
Madame
Majesty

Abbreviation

Cong.
Cpl.

Dr.

Gen.
Gov.

Hon.

Lt.
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Full Prefix
Major
Marchioness
Marquess
Mayor
Midshipman
Minister
Miss
Mister
Most
Mother
Mrs.

Ms.

Navy

Of

Officer
Patriarch
Pope
President
Prime
Prince
Princess
Private
Professor
Queen

Suffixes
Full Suffix

Junior
Senior
Esquire
First
Second
Third
Fourth
Fifth
B.A.
B.Comm.
B.Ed.
B.Sc.
CA.
C.PA.

Abbreviation

M.

Mr.

Pres.

Pvt.
Prof.

Abbreviation

J.
Sr.
Esq.
I

I

Il
v
\%

Appendix A - Name Prefixes and Suffixes :

Full Prefix

Rabbi
Rear
Representative
Reverend
Right
Royal
Seaman
Second
Secretary
Senator
Sergeant
Sir

Sister
Speciaist
The
Third
Under
Very
Vice
Viscount
Viscountess
Warrant
Yeoman

Full Suffix

D.D.S.
D.V.M.
JM.
LL.B.
M.A.
M.B.A.
M.D.
M.Ed.
M.S.
PEng.
Pharm.
Ph.D.
R.E.T.
R.N.

Abbreviation

Rep.
Rev.
Rt.

Sec.
Sen.
Sot

Spec.

Abbreviation

A-3
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A

activating arecord 3-2
Add Record command 8-14
Add To Record List command 8-6
adding anew record 8-14
alert dialogs 3-19
annotation 7-2
affects of design changes 7-6
exporting notes 13-6
importing notes 13-12
moving notes 7-3
placing notes 7-3
recording a voice message 7-5
removing notes 7-4
text messages 7-4
voice message playback 7-5
voice messages 7-5
attaching files 5-4
attachments
deleting 5-6
extracting files 5-5
filetypes 5-3
overview 5-2
signing 5-6
attachments window 4-4, 5-2
auto-save preference 2-13
auto-shrink option 3-6
averaging 8-11
averaging columns 8-11

B

boolean cells
entering 3-8
browsing through records 8-23

C

calculation formula 3-18
calculations 3-18
cell name

changing column name 8-8
cells

Index

auto-incrementing 3-27
boolean 8-19
calculated 3-18
choicelistsin 3-20
described 3-2
display only 3-5, 3-18
entering 3-3
format of 3-4
help messagesin 3-22
indexed 8-4, 8-21
lookup 3-25
mail 10-8
memorizing valuesin 3-12
selected 3-3
signature 4-2
types of 3-4
century wrap preference 3-7
changing pages 3-17
changing the location of folders 1-
9
character cells
entering 3-6
check box cells 3-8
check formulas 3-3, 3-11, 3-19, 3-
24, 6-5
checkbox 8-19
checkbox styles 3-9
checkbox values 8-19
checkboxes
setting values for 3-10
choicelists 3-20
adding extra choicesto 3-22
descriptive text in 3-20
selecting a choice 3-21
styles 3-20
Clear Record command 8-15
clearing arecord 8-15
closing a data document 2-12
columns on Record List
adding 8-5
changing alignment of 8-9
changing titles of 8-8
changing width of 8-8

Index @ X-1

removing 8-5
selecting 8-9
totalling 8-11

comma delimited text 13-2

commands
Add Columns 8-5
Add Record 8-14
Add To Record List 8-6
Assign Next Value 3-28
Attach 5-4
Check Collected Records 6-4
Check Current Record 6-4
Check Selection 6-4
Clear 5-6
Clear Record 8-15
Close 2-12
Cut 7-4
Duplicate 8-16
Extra Choices 3-22
Find 8-16
Find All 8-20, 8-21, 8-24
Help 3-19
Hide Attachments 5-2
Hide Balloons 3-24
Hide Choices 3-20
Import 13-9
Insert Date 3-7
Insert File 3-9
Insert Row 3-14
New Document 14-3
Omit 8-22
Omit Others 8-23
Open 2-7
Paste 3-4, 7-4
Place Note 7-3
Preferences 2-5, 6-2
Record 8-23
Remove 8-9, 8-24
Remove Format 8-14
Remove Row 3-14
Remove Tag 8-26
Revert 8-15
Revision Status 14-5
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Save 2-13
Save As 2-14
Save Format 8-13
Send 10-3
Set Value 3-10, 3-18
Show Attachments 5-2
Show Balloons 3-24
Show Choices 3-20
Show Record List 8-3
Sort 8-9, 8-21
Tag Records 8-25
Verify 4-10
Verify Template 4-7
creating a new data document 2-4
CryptAPI 4-16
current record 8-2

D

data documents
closing 2-12
collecting 2-17
creating new 2-4
described 2-2
opening 2-7-2-9
saving 2-13
saving copies of 2-14
data formats 10-4
data verification 3-19
date cells
entering 3-7
date picker 3-7
deleting attachments 5-6
delimited text files 13-2
limitations of 13-5
merge format of 13-3
multi-line valuesin 13-5
delimiter character 13-2
dialogs
Attach 5-4
Browse 1-10
Check Spelling 6-4
Missing Fonts 2-12
New Data Document 2-4, 2-11,
2-18, 14-3
Note 7-5

Preferences 2-6
Remove Saved Format 8-14
Remove Tag 8-26
Revision Status 14-6
Save As 2-14
Save Current Format 8-13
Send 10-3
Set Password 2-6
Set Value 3-10, 3-19
Suggested Route Detail 10-7
Suggested Routes 10-6
Tag Collected Records 8-25
Template Information 2-3
Tracking Details 11-5
Tracking Status 11-4
digital signatures
automatic verification 4-9
showing signed attachments 4-4
showing signed cells 4-3
signature icon 4-8
signing attachments 5-6
signing date 4-6
signing multiple records 4-10
verifying 4-5
display only cells 3-5
distribution center profiles 14-3
distribution centers 2-7, 2-18, 14-
3
described 14-2
distribution centersfolder 1-8
Duplicate command 8-16

E

editing arecord 8-14
entering
boolean cells 3-8
check box cells 3-8
date cells 3-7
number cells 3-6
picture cells 3-9
text cells 3-5
timecells 3-7
entering checkbox values 3-9
entering information 3-3
Entrust 4-15

error checking 3-19
exchanging information 13-2
file formats 13-2
expandable rowsin tables 3-15
export options
by column 13-3
by row 13-4
exporting records 13-7
extra choices
adding 3-22
extracting files 5-5

F

file formats
delimited text files 13-2
Informed data 13-6
Informed Interchange 13-6
filling out forms
overview 1-5
filling out tables 3-13
Find Again command 8-21
Find All command 8-20, 8-21, 8-
24
Find command 8-16
find options 8-20
finding
all records 8-21
boolean values 8-19
dates 8-18
names 8-19
words 8-18
finding records
match options 8-17
search value 8-17
First 8-23
fonts
changing 3-5
changing size 3-5
changing type style 3-5
missing 2-11
form numbers 3-27
errors obtaining 3-28
sources of 3-27
form template distribution 14-2
checking for revisions 14-4



overview 1-3, 14-2
revision status 14-5
form tracking 10-8, 11-2
described 11-2
overview 1-6
format of cells 3-4
forms
entering information 3-3

H

help
on-line 1-8
help messages for cells 3-22
hiding totals 8-12
how forms are designed 1-2

|
importing notes 13-12
importing records
errors when 13-10, 13-12
indexed cells 8-21
Informed datafiles 13-6
Informed documents 2-2
form data 2-2
form template 2-2
interchange 2-2
package 2-2
Informed Filler application
location of 1-7
Informed folder 1-7, 6-3, 14-3
Informed Interchange files 13-6
Informed overview 1-2
Informed preferences 1-9
intelligent features 1-2, 3-17-3-28
calculations 3-18
choicelists 3-20
data verification 3-19
form numbers 3-27
help messages 3-22
lookups 3-25
Interchange documents
described 2-2
invalid digital signatures 4-10
[-Sign 4-13
[-Sign preferences 4-13

L
language dictionaries 6-2
language options 6-3
Last 8-23
lookups
errors performing 3-26
multiple matches 3-26
overview 3-25

M

mail cells 10-8
mail preferences 10-2
mail service 10-2
suggested routes 10-3
mailing forms 10-2
dataformats 10-4
mail cells 10-8
mail preferences 10-2
specifying recipients 10-4
suggested routes 10-5
manipul ating records 8-2
match options 8-17
memorizing values 3-12
moving folders 1-9
moving notes 7-3
multiple part pages 3-16

N

name cells
entering 3-6
finding with wild card symbol
8-19
new document preferences 2-5
Next 8-23
number cells
entering 3-6
numbered pages 3-16

@)

obtaining a new template 2-17
ODMA support 2-30

Omit command 8-22

Omit Others command 8-23

Index @ X-3

omitting records 8-22

on-line help 1-8

opening a data document 2-7-2-9
overview of Informed 1-2

P

package documents
described 2-2
opening 2-9
page controls 3-17
page setup 9-2
Page Setup command 9-2
pages 3-16
changing 3-17
numbered 3-16
of aform 3-16
work page 3-16
Panagon Integration 2-19
accessing alibrary 2-22
closing documents 2-23
document references 2-28
opening documents 2-22
saving documents 2-27
system requirements 2-20
Panagon preferences 2-20
passwords
changing 2-5-2-6
entering 2-7
pencil indicator 3-2, 8-10, 8-14,
8-15
picture cells
entering 3-9
on the Record List 8-4
placing notes 7-3
playing notes 7-4
plug-ins
data access 11-2, 12-2
described 1-3
distribution 14-2
mail 10-2
types of 1-3
plug-insfolder 1-7, 11-3
location of 1-3
preferences
auto-save 2-13
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century wrap 3-7
folders 1-9
[-Sign 4-13
mail 10-2
new document 2-5
Panagon 2-20
printing 9-3
revision 14-4
revision checking 14-4
security 2-5, 4-4
spelling 6-2
preferences folder 1-8
Previous 8-23
print options 9-5
collate 9-6
repeating 9-6
printing blank forms 9-6
printing forms 9-2
collating 9-6
from the Record List 9-8
preferences 9-3
print options 9-5
repeating 9-6
tiling 9-5
printing labels 9-6
printing offset adjustment 9-3
printing preferences 9-3
offset adjustment 9-3
printing recordsin alist 9-9

Q
quick-tabs 3-13
guote characters 13-3

R

Record Information 8-27, 12-4
Record List 8-3
adding columns 8-5
changing column alignment 8-9
changing column titles 8-8
changing column width 8-8
contents of 8-4
current record indicator 8-10
formats 8-13
indexed cellson 8-4

picture cellson 8-4
printing from 9-8
removing columns 8-5
removing formats 8-14
saving formats 8-13
selecting records 8-9
showing and hiding 8-3
showing totals 8-12
table cellson 8-4
totalling columns 8-11
Record List window 1-4, 4-10, 6-
6, 8-3, 12-3
recording notes 7-4
records
accepting 3-3
activating 3-2
adding new 8-14
adding to tagged collection 8-
26
browsing through 8-23
clearing 8-15
collection of 8-2
current 8-2
duplicating 8-16
editing 8-14
entering information 3-3
finding al 8-21
information boxes 8-2
omitting 8-22
recalling tagged collections 8-
25
Record List 8-3
removing 8-24
removing tags 8-26
reverting 8-15
selecting on Record List 8-9
setting values for multiple 3-10
sorting 8-21
submitting 12-2
submitting multiple 12-3
tagging 8-25
tags 3-11
Remove command 8-9, 8-24
Remove Format command 8-14
Remove Tag command 8-26
removing notes 7-3

removing records 8-24
removing tags 8-26
Revert command 8-15
reverting arecord 8-15
revision checking preferences 14-
4
revision number 2-4
revision preferences 14-4
revision status 14-5
current 14-6
discontinued 14-6
non-current 14-6

S

Save Format command 8-13
saving a data document 2-13-2-14
scrolling fields 3-11
scrolling tables 3-15
security preferences 2-5, 4-4
selecting columns 8-9
Send command 10-3
send options
collected records 10-4
current record 10-3
entire Record List 10-4
selected records 10-4
Show Record List command 8-3
signature cells 4-2
signing attachments 5-6
signing forms 4-5
Sort command 8-9, 8-21
sorting records 8-21
spell checking
from the Record List 6-6
invalidating a check formula 6-
5
language dictionaries 6-2
language options 6-3
overview 6-2
performing 6-3
guestionable words 6-5
setting preferences 6-2
spelling folder 6-3
spelling preferences 6-2
Submit command 12-2



submitting forms 12-2
errors performing 12-4
overview 12-2
successful submission indicator

12-4

suggested routes
adding 10-6
changing 10-6
described 10-5
removing 10-6
selecting 10-5

T

tab delimited text 13-2
tab order
described 3-12
tables
expandable rowsin 3-15
exporting 13-3
filling out 3-13
inserting and removing rows 3-
14
scrolling 3-15
Tag Records command 8-25
tagged records 12-3
tagging records 8-25
template documents
described 2-2
template ID 2-4, 14-3
duplicate 2-11
template information 2-3
revision number 2-4
template ID 2-7
template name 2-4
template name 2-4
template preferences folder 1-8
templates
checking for revisions of 14-4
described 1-2
location of 14-2
obtaining new 2-17
verifying 4-11
templates folder 2-3, 2-7, 14-2
location of 1-4
text cells

Index -

entering 3-5
text messages 7-4
tiling 9-5
timecells

entering 3-7
times 8-18
tracking forms

displaying tracking status 11-4

performing 11-3
types of cells 3-4
typing notes 7-4

U

using buttons 3-16
using digital signatures 4-2

V

verifying digital signatures 4-5
verifying templates 4-11

voice messages 7-5

wW

where everything goes 1-7
work page 3-16, 7-6

Y
yellow stickys 7-2

X-5
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